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PREFACE 



Through Che iiasic Educational Opportunity Grunt (BfcOG), the College Work-Study (CWSK the National . 
Direct Student Loan tNDSD and the Supplemental Educational Opportunity Grants (SEOG) programs, the Federal 
government has become a m^jor funding component of the student financial aid programs on many college campuses 
throughout the nation. These programs are designed to aid those students who require this assistance (as determined 
by a recognued need analysis system) in order tc pursue a postsecondary education; thus, many students from low 
income families have been given the opportunity to continue their education beyond high school. Under these 
programs, both the students and the participating institutions assume various responsibilities. The institutional 
responsibilities to the Federal government and to the students are contained in the Terms of Agreement, a document 
which is sigrted by or 7or the Commissioner of Education and the President of the institution prior to its 
participation in the CWS, SEOG, and NDSL Programs (See Appendix A, p. 63), and in the BEOG Agreement (See 
Appendix B, p. O 1 *). 

One responsibility assumed by the institution is the maintenance of the level of its own student assistance 
programs The Federal government supplements the institution's commitment to student financial assistance. Under 
the National Direct Student Loan and the Basic Educational Opportunity Grant programs there is no maintenance of 
level requirement as such, however, in the case of NDSL, the institution is required to provide 10% of the total loan 
* funds, thus committing institutional funds to this program for its entire period of existence in the institution, 

A second basic responsibility assumed by an institution under these programs is that of maintaining the fiscal 
integrity of the funds and submitting periodic reports to the Federal government. These reports are used to develop 
information to determine whether the funds are being properly utilized in fulfilling the intents of Congress and the 
program guidelines 

In a rather unique sense, the participating institution has a major responsibility to itself and to its students to 
develop and maintain good records and control over the student financial aid programs. First, significant amounts of 
the institution's own funds are involved. Secondly, since these tunds constitute a major part of the aid available to 
the students at many schools, any. action which would tend to reduce the . r? jnds available wouki be a substantial 
disservice to the students who most need the assistance. 

This Manual has been prepared with the intention of assisting institutions in meeting their responsibilities. 
Some institutions have experienced difficulties in the administration of these programs; and, in general, these 
institutions evidence weakness in several areas. This Manual identifies the areas in which these difficulties most 
frequently occur and discusses various methods and procedures which may be utilized to insure sound, proper, 
efficient management of these programs These areas are as follows: 

1 ) Too often the administration of the institution does not reflect the relative importance of the financial aid 
office in the budgetary and philosophical aspects of the institution. With the tremendous growth in student financial 
assistance .md consequently the increase m the amount of funds administered through the student financial aid 
office, this office should be given a level within the administrative structure commensurate with its expanded 
importance ami responsibilities. 

2) In addition to being placed in an appropriately visible spot within the structure, the student financial aid 
office should be adequately staffed both in quality and in quantity. The Education Amendments of 1976 require 
thjt (unless a wJiver is specifically gra ted by the Commissioner of Education) the institution appoint a full-time 
person to handle the administration ot hese programs. Keeping track of everything related to a complete financial 
aid'- program requires full-time effort. The schools cannot continue to overburden the person in charge of the 
financial aid programs, nor can they give these jobs to a "short-timer" at the institution or to someonS who will 
quickly be moved up to a position of "greater importance** if he or she works out well in the aid administrator's 
office. This job is important, is full time, and requires a capable person to perform it. 
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In anv federally funded program then* is a ijced fo keep up-to-date records so thai timely reports can he 
issued Many institutions seem to reflect the idea that the institution's obligation is only in the students who are 
participating in the program !here is no question that the students are, and should he, the major emphasis of the 
program However, the school >' >es have a definite obligation to the government as well. This obligation extends 
beyond the tiling of an application for Federal funds There is* an obligation to the students to obtain these funds, 
but there is al».o an obligation urnHvr specific contract with the Federal government, to report on how these funds 
are expended I his is an accofftftmg. reporting, and administrative obligation. , 

4) 7 lhere appears ro he a failure in many institutions to maintain adequate records. Sound recordkeeping 
techniques will result in greater case of filing applications and periodic reports, and will provide the required 
documentation for the various programs Further, all official records must be retained by institutions for a period of 
not Us\ !ha»i tive veais alter tin- date ot submission of the required annual report (or in the case of NDSL for not 
less than toe ycais trout the date o , which the entire amount of the loan has been repaid, cancelled, or assigned in 
accordaruc with ? egulations \ or until the resolution of all questions raised by the required audit, whichever is longer. 

M Many institutions have tailed to maintain a timely reporting system. Partly, this failure seems to be related 
to the lack 'of lirm documentation in the school and partly to the changing formats of the reports required by the 
Office ot I duration. Institutions should establish efficient reporting systcn ; which will enable the responsible 
officials to nicer the Office ot I ducation report tu^ lequirements on a timely basis. 

M Communication appears to be a problem in some institutions. The Student Financial Aid Administrator, 
the Business Manager, and the oilier of the authorising official (President, Chancellor) must be in constant contact 
regarding the accuracy of transactions enteied in the accounting system and :he records. Regular conferences 
between the parties responsible should be held. 

7 i \lan> mst.tutions have tailed to prepare procedural outlines for the administration of the programs and to 
specif > lines ot responsibility Thus means that if a person is new in a job. he or she is unable to learn the job quickly 
because no one has taken the time to record a short summary of "the way we do it here. 1 ' Frrors are made because 
the procedures are not recorded, and slight variations oceu r in the handling of records each time the need arises. 
I nne is wasted and pmper functioning of the program is hampered as the new employee tries to decide who is 
supposed to perform what Junction for each aspect %( the program, 

M In > >me ira>f itutinns, individuals who have responsibility for one segment of student financial aid seem to 
tack undi-istandmu ot ihe entire aid program, bach person must know the responsibilities of other persons involved 
in the program si» that .ill van work together to develop a more effective and orderly program. 

*Ji hie delinquency rate on National Direct Student l oan repayments has reached an alarming level at rnany 
institutions For some reason, students arc failing to repay their loans after they leave school, and some schools are 
tailim- fo mpiess upon their loan recipients the importance of repayment. There is a dual obligation on the part of 
the s. hoid and therstudent to see that timely repayments are received so that the next needy student can benefit 
from the \I)M program 

Ihe illustrations included in the Manual are in the basic foraiat of general journal entries and handwritten 
records Ibis is the purpose ot simpht.it> of illustration The essence of any system is storage and retrieval of 
pertinent mtoi mation therefore, the concepts included here arc the basic types of information that should be 
storej and relucted, they can be adapted to any system, including automatic and electronic data processing. 

\u cuelkr' pioeram ot studen* financial aid at an institution is a cooperative effort among all the persons 
rcsp m.d-ic ior sm» tantial segments of the program at the institution. For this reason, the material has not been 
divided nit- those it- ms that are related to the jobs of the Student Financial Aid Administrator, the Business 
Mariagei. an I the >>nniipjl Fiscal Otfieer.it is presented as a unified package that concerns each of the above persons 
to one dee*ci i -r anotiu i 
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OPERATION OF PROGRAMS - AN OVERVIEW 



Exhibit I presents in bnef summary form some of the concepts that have seemed to be f ^ublesomc to the 
individuals working with these programs at many institutions. A review of these points will provide an introduction 
to thi$ Manual. , ^ 



Inhibit II presents a flow chart foflhe agreementtfunding-reporting cycle required in the administration of the 



program; 

/ 



Ex&ibit lll^rewits a-snmter flow chart for the CWS, NDSL, and SEOG programs. 

* 

Exhibit IV presents a suggested organization chart for financial assistance program administration in 
participating institutions. 

DUE DILIGENCE 

• 

In its most rudimentary form the concept of "due diligence" means a thoroughgoing, systematic commitment 
to sound practices and policies in all phases s^f the operation of the institution's student financial aid program. Thus* 
when an institution enters intc an agreement with the Office of Education to participate in one or more of these 
programs, it undertakes the responsibility to commit its fiscal tnd human resources to the operation of a sound 
program. 

The basic purpose of this Manual is to assist the institutions in developing practices and policies for the 
operation of thcr student financial aid program which will constitute due diligence for the program. For example, 
the assignment of qualified personnel who are thoroughly tamiliar with the operation of the program, the 
maintenance of sound accounting records, the development of procedures manuals, etc., are all necessary foi the 
accomplishment of due ddigence. 
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COMPARISON OF PROGRAMS 
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Exhibit II 
F!dw Chart 
BEOG PROGRAM 



-Agreement — funding — reporting — 



Student validation 
roster verified by 
institution. 

BEOG Agreement 
signed by * 
institutional 
representative (3t 
any time when in- 
stitution becomes 
eligible). 

Institution receives 
authorization letter 
tor BbOG 



BEOG Progress 
Report 10/3! 

BEOG Agreement signed 
by institution*] 
representative (at any 
time when institution 
becomes eligible). ? 

Possible revised BEOG 
authorization based upon 
Progress Report by 
institution. 



BEOG Final Progress 
Report 6/30 

BEOG Agreement 
signed by institu- 
tional representative 
(at any time wheri 
institution becomes 
eligible). 

Possible revised BEOG 
authorization based 
upon Progress Report 
hv institution. 



BEOG Progress Report 2/28 

BEOG Agreement signed by- 
institutional representative 
(at any time when institu- 
tion becomes eligible ). 

Possible revised BEOG 
authorization based upon 
Progress Report by 
institution. 



December 31 



January I 




Exhibit lit 
Flow Chart 
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July 1 

June 3G 



OVS, NDSL. and SEOG PROGRAMS 



—Application - funding - reporting — 



Grant-period -end 
reports due - all 
programs foi prior 
grant period. 




Unexpended CWS, NDSL, 
and SEOG authorization 
at grant permo end 
lapses. fc/30/* 

Institutions receive 
a\V3rd notices for 
ufh twrnyt grant |>erii>d: 
1 CWS > 

2. NDSL 

3. SEOG 



Acceptance of 
Terms of 
Agreement. 

Applications submitted 
to Regional Office 

Funding recommendations 
made by Region 

Deobligation of lapsed CWS, 
NDSL, and SEOG funds appears 
on Recipient Report of 
Expenditures (DFAFS) 



Washington office 
computes institutional 
allocations for CWS, NDSL, 
and SEOG. 



Supplemental NDSL 
delinquency report. 



December 31 



January 1 




NOTF. "Audits are required of above programs at least every two years. 
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Exhibit IV 



Suggtsttd Orgtnization Chart 



FEDERAL STUDENT FINANCIAL ASSISTANCE PROGRAM ADMINISTRATION IN POSTSECONDARY INSTITUTIONS 

* 




INSTITUTIONAL AUTHORIZING OFFICIAL 

(president, chancellor, vice president, etc. ) J 
Enters into agreement with Commissioner 
Assures adequate program administration 

~T ~ 



STUDENT FINANCIAL AID ADVISORY COMMITTEE 

(including representatives such as students, faculty, dean 
of admissions, dean of student affairs, (rainess officer, and 
student financial aid administrator) ^* 
Establishes institutional policies and written procedures 
Assures continuous flow of communications 
Designates administrative responsibilities 




PROCR ADMINISTRATION 

Financial A.^ Administrate; dim 
staff 

Processes applicajions 
Determines need 
Makes award offers and receives 
acceptances 

Mfliritai ns records for program 
reporting 



duplicate sets: - 
Manuals and Adminis- 
trative Materials 
Institutional Appli- 
cations 
Award Letters 
Program Reports 



FISCAL ADMINISTRATION 

Business Officer and staff 

Requests program funds frbm DFAFS 
Makes disbursements 
Maintains auditable records for 

accurate accountability and 

• reporting 
Collects NDSL 
Collects overawarded aid 



Mutual responsibility: 
Institutional application 
Institutional reporting 




Due Dtltqtrice in Collection of NOSL Loan* 

\d fed u the *rcncr.d coiuepi ot due diligence tn the overall operation of the program , the NDSI. prwram 
vpt\ iii.'N stops i^nju t*> t )uaht\ as lim- diligence m the collection of loans 

la excr iMit," due dihgeruc. keep in mind the following 

I I Hie iiluTiKk- ^I'jtifh at the time the loan *ppluation is received An the st aden! signs tlr. ite. he should he 
UmI in is i \i , tiling j legal document mi whiwh he recognizes Ins indebtedness to the institution. This debt 
he repaid, along with interest, within a specified period ot time. The student should ;Ao he told of the 
;»"\si , »djt\ wM.ii : spevitu ur^urnst arues, ot having his debt to the institution partially or fulK ca i*!!ed. 

• t oudu- t an cxir interview with each borrower prior to his leaving the institution ant' the horrowor 
with a v«»pv hts repayment schedule (Note here fh.it the repayment sched »'«; becomes w«mple'»'h o»n ' *ed \is 
s.',.n js tire ".»i;.iweT 'v» omcs delinquent in repayment tins should be emphasized to the ho*-. • • vr.- ot 
*os u . > iv. r ^ »u s» heduh' i 

* Maintain vont.ut with the borrower after he leaves school in order to facilitate hilling at the lime the Mrs* 
nuiji.:in *ii K-v»»nu\ due and payable i Records jnd tiles to be dismissed in this Manual will he most helpful in 
%ahst\ mi: '.la. Mstif :,t i. ti \ obligations under tins requirement. I 

laMish and maintain regular billing and toifowup procedures during the period in which the 'U.tstar.ding 
Mx nd i l he institution may wish to use its own business of lice staff to engage in thest a.- *r 

»; m.o .mp- . .»;» .kiUuK \7i.vjc agctu > to do the work ) # 

N 1 Muh fuilhei collection procedures as the institution may consider appropriate t < ^ effect prompt 

I hose p%TM»iiN in r.i.M direct contact with the student who is receiving NDSL funds should keep in mind that 
*t>IK. rioft . -j ii.iv loans hegms .t? the date the loan is approved and the note is executed. It must be it> pressed upon 
?>;v ■■...leni j« :f:i.;omi in tune that he is receiving a loan that must he repaid, rather than a grant or scholarship 

U'icn ine •t.uie^t terminates his enrollment at the institution, an exst interview must be held At this time he 
' — : r led »f his indebtedness un.ier the NDSL program and the requirement that this deht he repaid. 

1 t -ni't. ended h\ t ht M>?I program should be followed during the exit interview. The importance 

oi ,(. . \tt o.ier v * , jiohm I emphasized tot* strongly hecause^the care with which it is conducted will determine in 
t.t:*x -i ■ iv*'r ti:e u» .t :» .it -.. .n s success in obtaining repayments, 

\i..in'iisii o.'.v personnel at an institution must be helped to realise that the school, also, has an indebtedness 
...•uli : **,. \l>s| ;M..jkMani funds provided by the Federal government are not grants similar to BKOG. CWS. or 
^* Mt » ' I fc -.o »t»sti.id ne amounts that will eventually be repaid by the institution to the F ederal government. 
* :i i * - ; ei<i .H K .is an extra incentive, beyond the desire to help other needy students, for collection from the 

f s t * if n . e f intorru.iiiori, reter ti> Student Loan Collection Procedures published by NACUBC). 

0ue Dilnjeo^e in Verification of Basic Educational Opportunity Grant Applicant Reported Data 

I 1 - .it.. J veness oi the Hasie (itant [Hograni depends to a considerable extent on the accuracy of the 
- ! t ■•»!. »! in making disbursing, and accounting tor awards 

I o^.ki!:^ due diiiiieruc regarding verification of student-reported data, the responsible official at the 

« • J • »' n r in r ed t • > 

' ^ r, f-» .ri r r :iation reported on the Student Higtbility Report where there is cort^-ir.iKie n« e against 
tl... stn !e??i I hgiV*iht\ Kepoii may be checked. All financial documents should be rcviewei' ro.w-. • 1 a 
*'■»: ■ .? iis^ f-.-p i:k % is nof due to variations in reporting periods 
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> js, tl|1 |y t ( u . student ot any apparent discrepancy and request documentation or correction. The student 
>houJd The provided jii opportunity to explain and correct erroneous information Under th-s policy, a discrepant y .s 
presumed to he due t«« mtsunderstandinp until u is proven to be due to deliberate falsification 

t Withhold pav merit until a correction, if needed, is made. In cases where the institution has indisputable 
pr, H >l that mtorinatioti has been Ulsitic! (tor example, an IKS tax »rm 1040 ... ptool ot notutti/enshipl the 
institution must withhold pavnient. 

4 Report unresolved cases to Ott.ee of I ducation within 30 days. When Hie Oflictf ol l-ducation receives an 
unrcsotvjhlc case, it wil! he assumed that 

tal the institution has sonic documentation on tile to suppoit the allegation, or has icason to believe that 
the into! ination rep'Mted is i|uestmnab!c. and 

tb> the responsible official at the institution has made a reasonable effort to contact the student and has 
been unsuccessful in resolving the di^crejiancy. 

1 1| ^porting these .cases tti the Office i.| I -ducation. the institution should provide the following inhumation: 

1 Appluant Information 

Address 

Sow ia! Secuntv Number 
{ elephone Number 

2 Parent Information tit available) 

Name 
\ildress 

Social Secunt\ Number 
IVIepnone Vnnbei 

Nature ot discrepancy tieter tospecitu box on SI R) 

4 Nature of supporting documentation 

s \nv pas ments made to date 

Ml intormation should he forwarded to 

B.isic < rrant Program v 
{ S Office ot I ducation 
PI) Box .U4 
Washington. IX 200 .M 

The Otfue of I ducation will make every effort to validate alLeasos reported, and will attempt to follow-up on 
everv case However, there arc several items on the SI R where discrepancies ma> occur but for which verification 
ma> he unavailable or undulv difficult to obtain. l : or this reason, the major emphasis will be placed on data such as: 
aduisted gross income-taxes paul.si/e of household. Veteran's benefits. Social Security benefits, and citizenship. 

I pon receipt of the above requested information, the following actions will be taken by the Office of 
I ducaOon 

1 VII reports will be screened to determine it sufficient information has been provided to warrant furthei 
Mlbm-up In certain cases tins mav involve a tollow-up phone call to the responsible official at the institution. 

It Mhm-up is'*aitanted. the institution will be sent a letter instructing H to suspend payment temporarily 

* Simultaneously, the student will be sent a letter requesting submission of a corrected SI R or appropriate 
verification. 



4, All verifying documentation submitted will he reviewed for ac< eptabihty. Corrected SER's vyill be reviewed 
aftd forwarded to the Basic Grant processing agency toi reprocessing. 

t 

5 At this piunt, the institution \\l he sent a letter (with a copy lo the student) indicating final resolution 
and, where appropriate, releasing p v • ent subject to receipt of the new SER by the responsible official at the 
.institution. 

The full cooperation ot respur sable officials in exercising due diligence is of vital importance in maintaining 
program integrity and preventing program abuse. 
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GLOSSARY 



Bookkeeping 

The process of analysing, classifying, and recording transactions in accordance with a preconceived plan for 
the purpose of (a) providing a means by which an organization may be conducted in an orderly fashion, and (b) 
establishing a basis for reporting the financial condition of an organization and the results of its operation. 

Two methods of bookkeeping are in use: 

I Single<ntry-a bookkeeping system in which generally only records of cash and of personal accounts are 
maintained. Where transactions are infrequent and receivables, payables, and assets other than cash are few, 
single-entry records, carefully maintained, may be adequate, (Example- a personal check book) 

J. Double-entry the method usually followed by organizations for recording transactions. Each transaction 
involves a two-way, self-balancing journal entry, with equal debit and credit amounts. This entry, is then 
posted from the journal to the corresponding ledger accounts involved. (Example- the accounting 
transactions illustrated in this Manual} 

Accounting for Restricted Funds 

A restricted fund is a self-balancing group of accounts: assets, liabilities, revenues, expenses and a fund 
balance; they are separated in the books of an institution and are limited to specific uses. The restricted funds 
illustrated m the following material (DFAFS Accounts, CWS, BEOG, SEOG, and NDSL) are all accounted for 
utilizing a double-entry bookkeeping system. 

It is important to note that the individual funds are separated completely from one another and from the 
general fund of the institution and are self-balancing. That is, the debit balances of the debit accounts within the 
fund equal the credit balances of the credit accounts within the fund. This insures integrity of the individual funds 
and provides control over the expenditure of the funds. 

Debit (DR) - Credit (CR) 

"Debit" means left in accounting and "credit" means right. The left side of an account is called the debit side; 
the right side of an account is called the credit side. A debit entry (or simply "debit") would be recorded on the left 
side of an account, a credit entry (or simply "credit**) would be recorded on the right side. The following illustrates 
the norma! rules for debiting and crediting accounts: 



Assets = 


Liabilities + 


Fund Balance 


OR 


CR 


DR 


CR 


DR 


CR 


Increase 


Decrease 


Decrease 


Increase 


Decrease 


Increase 










A_, 






. i 

Expenses 


Kevenues 






DR 


CR 


DR 


CR 






Increase 


Deciease 


Decrease 


Increase 
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A book ot utu'.ju! entrv . a t hronologu al record ot the ilcbi! ami unlit element* ot each tiaifeac'iun. As 
i:.i.!^.iifi*ins ihaui the> Jtc entered mituilv into Che lourna! At convenient intervals, such as weekly or monthly, 
tin debits and <. icdifs recorded in tin- lournat arc transferred (posted > to the individual amounts in the ledger, 

A hook ol amounts I ath item i>t a muneUry «*ture to lie tm. Ittdrxl in The reports issued by an organization is 
assigned an account in the ledger Posting from the journal to the ledger results in each account having either a debit 
in a ivolit halatue Ihts dehrt or credit balance is then shown on the particular report listing tins item. Separate 
ledgers should be maintained tor e.:uh program ot fund being accounted lor. 

Posting 

the pun ess ol trjnstemng the debits and credits horn the |Oiirnal to the proper ledgei accounts Fach amount 
UM^ded m the debit column nt the journal is posted by entering it on the debit side til the appropriate ledger 
account, and each amount recorded in the credit column of the journal is posted by entering it on the credit side of 
the appropriate ledger account 

Cloying 

I he process ot pieparmg. entering and posting closing entries. A closing entry is a journal entry in which the 
M-iiues in revenue and expense accounts are eliminated at the end of the accounting period (calendar year or fiscal 
seal I Beiausc the revenue and expense accounts provide the information toi the Statement ot Operations of a given 
amounting period, it is essential that these accounts have zero balances at the beginning of each new period. Asset, 
lubiittv . and tnnd balance accounts are not closed, at the end of the accounting period as their balances carry over to 
the new period 

Adjusting Entry 

A tournal enttv made toi purposes of correcting an error (such as a transfer of an amount Irom one account to 
jnothci • or recording an jciru.il Kucti as earned, but unpaid. CWS payroll at the end of an accounting period). 
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SUMMARY CHART OF ACCOUNTS 



As an aid m the consideration of the record's and accounting techniques for the financial aid programs included 
in this Manual, the lolloping represents a summary listing of the vcounts considered to he necessary for the 
institution* to account propeily tor these programs Fach school can devise its own set of accounts and Its own 
accounting system, so long as these accounts and the system provide for the necessary documentation required by 
the Office of Fducation. rase of report preparation and simplicity of procedures within the institution should be 
considered as guidelines for the specific. svstem to be used. 

The following simplified chart of accounts will permit the participating institution to meet the minimum 
program and fiscal requirements established by the Federal government. Additional accounts may be added as 
deemed necessary by the school. 

The recommended accounts and the system of accounting have been established in recognition ot the need to 
account separately for each of the federally-funded programs under consideration. Journal entries utilizing the 
following accounts will he illustrated. 

DFAFS PROGRAMS LEDGER 



Assets 



I VtounK Receivable. DFAFS 

J (\ish Control, DFAFS 

Capital Account 



I'nexpended Program Authorization, DF AFS 

(NOIL A separate subsidiary account with specific award number should exist lor *ach 
award that has not been full\ expended by the institution) 



COLLEGE WORK STUDY PROGRAM LEDGER 
Assets 

I Cash. CWS 



Liabilities 



2.1 Federal Income Taxes Withheld 

2.: Social Security Taxes Withheld 

2 } State Income Taxes Withheld 

2 4 Other Withholding 

t Accrued Wages Payable 

4 Fmployer's Payroll Taxes Payable 

Temporary Accounts 



Revenue 



5 1 ransler from DFAFS-CWS Funds 
fx I Institution's Cash Contribution 
(y.2 Institution's Noncash Contribution 

6 * OM-campus Agency's Contribution 
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Expanses 



7 I Student Wages On Campus 

?,2 Student Wages Off Campus 

' 8 Administrative Fxpenses Paid to institution 

^ job location Fxpenses Paid to institution 

BASIC EDUCATIONAL OPPORTUNITY GRANT PROGRAM LEDGER 

Assets 

I Cash. BK>G 

Liabilities 

None 

Temporary Accounts 
Revenue 

: Transfe* from Dl- AFS-BFQG Funds 

Expenses 

3 Student Grants Paid-BFOG 
SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS LEDGER 

Assets 

! Cash . SI OG 

Liabilities 

V>ne 

Temporary Accounts 
Revenue 

2 Iranster from DFAFS Initial Grants 

J \ anster from DFAFS Continuing Grants 

4 1 ranster from DFAFS Administrative Expenses 

Expenses 

5 Initial Grants Paid 

d Continuing Grants Paid 

Administrative Expenses Paid to Institution 

NATIONAL DIRECT STUDENT LOANS LEDGER 

Assets 

I ( ash. NDSL 

Funds Receivable, DFAFS 
1 Funds Receivable. Institution 

a Funds Advanced to Students In School 

4b Funds Advanced to Students Out of School 



Aumt Reduction Accounts 



<> I 

: 

(> i 
? i 

1 \ 

s 

1 1 



I oan Principal Collected 
Loan Principal Cancelled 
Loan Principal Cancelled 
I oan Principal Cancelled 
Loan Principal C ancelled 
Loan Principal Cancelled 
Loan Principal Cancelled 
Loan Principal Cancelled 
Loan Principal Cancelled 
l oan Principal C ancelled 
loan Principal Adjustments 
Loan Principal Adjustments 



Teaching Service (10% rate), Pa or to 7/1/72 
Teaching Service (15% rate). Prior to 7/1/72 
Military Service (I? 1/2$ rate), Prios to 7/1/7^ 
Teaching Service (15% rate), 7/1/72 and after 
Teaching Service (20% rate). 7/1/72 and after 
Teaching Service <3G% rate), 7/1/72 and after 
Military Service (12 1/2% rate), 7/1/72 and after 
Death 
Disability 
Bankruptcy 
Other 



Liabilities 

None 

Capital Accounts 



1 ^ f ederal Capital Contributions Authorized 

14 Institutional Capital Contributions 

Capital Reduction Accounts 

I 3 Repayments to Federal Government 

1 5 Repa> inents to Institution 



Revenue 

\t\ Interest I arned on Loans 

1 ? Other I arnings 

IS Reimbursement ot Amounts Cancelled on Loans 7/1/72 aid after 

Expenses 



\*> 1 

n : 
v> 3 

20 
21 

23 

:4 

25 



Litigation Fxpenses 

Administrative E.xpenses Paid to Institution 
Other ( Election Expenses 
Cost of Loan Principal and Interest Cancelled 
Cost of Loan Principal and Interest Cancelled 
Cost ot Loan Principal and Interest Cancelled 
Cost of Loan Principal and Interest Cancelled 
Cost of Loan Principal and Interest Cancelled 
Cost of Loan Principal and Interest Cancelled 
Other Expenses or Losses Bankruptcy 
Other I xpenses or Losses Other 



Teaching Service (Loans Prior to 7/1/72) 
Military Service (Loans Prior to 7/1/72) 
Teaching Service (Loans 7/1/72 and after) 
Military Service (Locns 7/1/72 and after) 
Death 
Disability 



T-ACCOUNT DIAGRAMS 



DFAFS Accounts 



I. -i Mounts Rtcetwble, />/\1/\V All amounts due from all DFAFS-funded programs would be recorded in this 
account. I'he debit balance in this account would represent the balance of cash due for awards or authorizations 



made to the recipient institution. 


l>ehit this account for 




Credit this account for: 


Amount of awards/authorizations as specified in 
program award let'er (contra account #2) 




(a) Cash received from DFAFS (contra account #3) 

(b) Adjustment of unexpended balance of programs 




(contra account #2 ) 
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2 Unexpended Program Authorization. DFAFS (control! This credit balance account represents the unexpended 
balance of the awards made by DHEW An individual subsidiary ledger account should be maintained for each such 
program (for example. CWS-06 1 1 Sfc'OG-041, NDSt-071, etc ) and the sum of the credit balances in ihe subsidiary 
ledger should be agreed to the balance in this control account monthly. The debit entries in the specific program 
accounts provide the amounts for reporting in the Expended Amount** column of the DFAFS M Recipient Report 
of Fxpenditutes " 



Debit tb;s account for 

ia> Cash transferred to programs (contra account #3) 
(b) Adjustment of unexpended balance of programs 
(contra account &\ \ 



C redit this account for 

Amount of awards/yuthorizations as specified in 
program award letter (contra account #1 ) 



3. Cash C ontrol. DtAFS This is a debit balance account established for the purpose of identifying the balance of 
federal cash provided through DFAFS. 



Debit this account f<Jr 

AH cash received from DFAFS (contra account 
#1) 



Credit this account for: 

All cash transferred to programs (contra account 
#2) 



CWS Accounts 

I . Cash, CWS All receipts and disbursements of cash related to the College Work-Study program arc recorded m 
this account An> debit balance remaining after payment of a payroll should be comprised solely of institutional 
and/or off-campus agency funds, since federal funds should be transferred from the DFAFS Cash Control Account 
(DFAFS Account #3) only in the precise amount needed for current disbursements. 



Debit this account for 

(ai Federal contributions transferred from DFAFS 

account (coptra account #5) 
lb) Cash contributions of the institution (contra 

account #6. 1 ) 
(e> Contributions of off-campus agencies (contra 

accotnt &b 3) 
(d } (\*sh paid into fund by the institution for later 

payment for employer's share of payroll taxes 

(contra account #41 



Credit this account for: 

(a) Compensation to students (contra accounts #3. 
#7.1. #7,2) 

(b) Administrative expenses paid to the institution 
(contra account #8) 

(c) Refund of contribution to (I) the institution 
(contra account #6.1) (2) off-campus agencies 
(contra account #6.3) 

(d) Payment for compensation withheld (contra ac- 
counts #2.1. #2.2, #2,3, #2.4) 

(e) Payment of employer s payroll taxes (contra 
account #4) 

(f) Job location expenses paid to Hie institution 
(contra account 



2 1. 2.2. 2.3 jnd 2 4 Withholding Accounts: The titles of these accounts are stated in full in the Chart of Accounts, 
above These accounts are used to record the amount of taxes withheld from the pay of students employed under 
the College Work-Study program, when tbis withholding is necessary. 



Debit these accounts with the amount of taxes paid 
to the appropriate agency for. 

(a) Federal income taxes 
'(h) Social Security taxes 

(c) St^te income taxes 

(d) Other tsxes 

( All contra account #1 ) 



Credit these accounts with the amounts withheld 
from the pay ot students for payment of: 

(a) Federal income taxes 

(b) Social Security taxes 

(c) State income taxes 

(d) Other taxes 

(All contra accounts #7.1 , #7.2) 
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t. AtxmvJ kages fumble I hi* account is used to accrue wage:; earned but not paid *t the end of 4 report period, 
tins is necessary because the College Work-Study program Fiscal Operations Report requires the reporting of 
compensation earned during the reporting period, regardless of when paid. (The DFAFS Recipient Report of 
I xpendttures \% % however, on a ca^h basis J 



C redit this account at the end tne reporting period 
for p,rass compensation earned hut not yet paid, 
(contra accounts #7.1 % #7.2) 

NOTF Accruals may he estimated 



Debit ihc acc-ount with amounts gross compen- 
sation earned tn the previous reporting period and 
paid during current period, (contra account #1 ) 



4 hmptoyvr'x l*avroll taxes Payable This credit balance account is maintained to record the amount of payments 
due to he made bv :he institution tor the employer's share of payroll taxes on account of students employed under 
the College Work -Study program. Federal College Work -Study funds may not be used'to pay any portion of such, 
taxes In some systems the employer's share of payroll taxes is handled directly from the gene al fund, and the 
off-campus agencies* payments for their share of payroll taxes is reimbursed to the general fund rather than 
transferring the amount into the CWS fund. In this case, account #4 would not be needed in the CWS set of 
accounts 



Debit tfus account with the amount of payroll taxes 
paul (contra account #1 ) 



Credit this account with the amount of payioll taxes 
payable, (contra account #1 ) 



S transfer from DFAFS CWS Funds: This credit balance account controls the transfer ot ea?fl from DFAFS 
account. 'C ash C ontrol, DFAFS \ to the College Work-Study account, "Cash, CWS'V Such transfers of cash should 
be made only in the precise amount needed for the federal share of the current payroll, plus administrative expenses. 
No transfer of cash should occur until the federal share of the currently payable payroll has been calculated. 



IVbit tins account with the following closing entries 
at the end of the accounting period: 

ta> I he federal share of wages earned, (contra 

accounts #7.1, #7.2) 
<h> Administrative expenses paid to the institution, 

(contra account &H) 
(c) Job location expenses paid to the institution. 

(contra account ) 



Credit this account with the amount of cash trans- 
ferred from the DFAFS account "Cash Control, 
DFAFS" to meet current disbursement needs! (con'ra 
account #1 ) 



o.l Instttutitfn s Cash Contribution: This credit balance account is maintained to record cash contributions made by 
Che institution to provide the required 20 per cent nongrant share of student wages on campus. 



Debit this account with 

id) Refund to the institution of excess cash ad- 
vances, (contra account #1 ) 

and the following closing entry: 

ib) The nongrant share (i.e., the share for which 
Federal College Work-Study funds are not avail- 
able \ of cash wages paid to students employed on 
campus (contra account #7.1 ) 



Credit this account with the amount of cash provided 
by the institution to pay its share of on-tatnpus 
student wages (contra account #1 ) 



ft ^ Institution's Xoncash Contribution: This credit balance account records the amount of wages "paid" to 
students by the institution through tuition rebates and other such noncash means. 



Debit this account with the following closing entry at 
the end of the accounting period : 

Cash value of all tuition rebates or similar credits to 
st udent accounts made by the institution during the 
reporting. period as its share of on-campus student 
wages (contra account #7.1 ) 



Credit this account each pay period with the cash 
value of all tuition rebates or similar credits to the 
student's account made by the institution as its share 
of on-campus student wages, (contra account #7.1) 



It 



6.3 OfrCumpfs Agency's Contribution This credit balance account is maintained to record cash contributions 
made by off-campus agencies to provide the required 20 percent nongrant share of student wages off campus. 



Debit this account with 

U> Refund to nff-cantpu* agencies of excess cash 

contributions (contra account #1 ) 
and the following dosing entrv 

(b> The, nongrant share (i.e . the share for which 
f ederal College Work-Study funds are not avail* 
ablet of wages paid to students employed of*- 
campus (contra account #7.2) 



Credit this jiceount with the amount of cash provided 
by off-campus agencies to pay the required 20 
percent nongrant share of wares of students em- 
ployed off campus, (contra account #1 ) 



7. 1 Student Wages, On Campus This expense account is maintained to facilitate the preparation of required College 
Work-Study program reports. 



Debit this account with the gross amount of wages 
earned by students m on-campus employment from 
the first day to the last day of the reporting period 
(posted from payroll voyeher, adjusted as necessary 
for accruals r (contra accounts #L #2.1, #2.2 V #2.3. 
#2.4. and *6 Z) 



Credit this account with the following closing entries 
at the end of -the accounting period: 

(a) The nongrant share of wages earned on campus 
(contra accounts #6 1 and #6.2) 

(b) The Federal share of wages earned on campus 
(contra account #5) 



7.2 Student Wages. (>ff Campus This expense account is maintained to facilitate the preparation of required 
reports 



Debit this account with the gross amount of wages 
earned by students in off-campus employment from 
the first day to the last day of the reporting period 
(posted from payroll vouchers, adjusted as necessary 
for accruals), (contra accounts #1. #2.1, #2.2, #2.3, 
#2 4 and 



Credit this account with the following closing entries 
at the end of the accounting period : 

(a) The nongrant share of wages earned off campus 
(contra account #6.3) 

(b) The Federal share of wages earned off campus 
(contra account #S) 



X Administrative txpenses Paid to Institution; This expense account is maintained to record payments made to the 
institution in lieu of reimbursement for administrative expenses. Such payments may nof exceed 4 percent of the 
sum of the dehit entries to accounts #7, 1 and #7.2. 



Debit this account each pay period with the amount 
paid to th\ institution, (contra account #1) 



Close this account at the end of the accounting 
period by crediting the total of the amounts paid to 
the institution during the reporting period, (contra 
account #S ) 



o J t >b I tuanon txpenses Paid to Institution: This expense account is maintained to record payments made to the 
institution tor fob location search expenses. This amount is not to exceed $15,000. or 10% of the institution's 
allotment whichever is less, per grant period A separate report will be made by the institution each year to cover the . 
nature of the job location activities, as well as the amount spent. W 



Debit this account with the amount paid to the 
institution (contra account #1 \ 



Close this account at the end of the accounting 
period by crediting the total of the amounts paid to 
the institution during the reporting period, (contra 
account #5) 
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: BEOG Account! 

* •* 

I. Cash, HtOit AM receipts jtul disbursements ot castt related to the Basic tdueattonai Opportunity Grunt program 
are recorded in this«account I \ pic.ilU this account would show a zero balance after each period's entries arc posted, 
*ince the transfer of funds ttnm DFAF* should be for wst the amount of grants to be paid immediately to the 
students 



Debit this account lor 

ij\ funsters from I>l Al S account (contra account 
#2) 

ibi Ri\o\t*oes front recipients (nmtra a* count 



Credit this account for 

Payments to students (contra account #J> 



2. transfer from* PJ-'At-S-ttFiHS Funds This credit balance account controls the transfer of cash from the DFAFS 
account "( ash Control. DFAFS" to the BFOG account "Cash. BEOG/* Such transfers of cash should be made only 
in the precise amount needed to pay grants on a current basts, * 



Debit this account tor 

Hosing entrv at end ot accounting year (contra 
account &} > 



Credit this account for: 

Cash transferred from DFAFS account to meet, 
current disbursement needs (contra account #1 ) 



SttiJt'nt f»>jnfi Taid-HKHl I his debit balance account is maintained to record payments made to the students 

fortune 



Debit this account tor 

(•rant pa>ments nude to \tuder\ts (contra account 



Credit this account for: 

(a) Recoveries from recipients (contra account #1 ) 

(b) (losing entry at end of accounting year (contra 
account #2) 



NO I t The debit amount in this account should agree with the sum of the individual amounts shown on the 
Student Mastercards as HI (His for the current year 



SEOG Accounts 



t. Cash, SF(K! All receipts and disbursements of cash related to the Supplemental Educational Opportunity Grants 
program are recorded m this account. Typically this account would show a zero balance after each period's entries 
are posted arue the transfer of funds from DFAFS should he only for the amount of grants to he paid to the 
students immediately and tor administrative expenses. 



Debit this account tor 

Transfers from DFAFS account (contra accounts 
*2. *.V and 



2 Transfer from DFAFS Initial (irants 

J Transfer from DFAFS Continuing (trants 



Credit this account for: 

(a) Payments to students (contra accounts #5 and #6) 

(b) Payments to institution for administrative ex- 
penses (contra account #7) 



4, Transfer from DFAFS Administrative Fxpenses: These revenue accounts are maintained to control the transfer 
of cash from the DFAf'S account "Cash Control DFAFS" to the SEOG account* "Cash, SEOG M Such transfers of 
cash should be made only in the precise amount needed to pay awards and the administrative expense allowance on 
a current basis, * - 



Debit these accounts for. 

(losing entry at end of accounting year (rontra 
accounts #5, ff*. 4nd #7> 



Credit these accounts for: 

Cash transferred from the QFAFS account to meet 
current disbursement needs (contra account #1 ) 



s Imtutl {profits I'aiJ \h\s cvpcnsc account is maintained to .facilitate the preparation of required SEOG program 

reports 



Debit this account lor 

PawncnK to student* tor tmttal grants (contra 
amount ) 



Credit this account for: 

( losing entry at end of accounting year (contra 
account #2) 



NOll the debit amount in this account should agree with the sum otj the individual amounts shown on the 
Student Mastercards as SlOCi initial grants lor the current y-ea/. 

ti drntwuini: (,'rants Paid Uus expense account is maintained let facilitate the preparation of required SEOG 
program reports 



Debit this account tor 

. Payment to students for continuing grants (contra 
account VI \ 



Credit this account for: 

(losing entry at end of accounting year (contra 
account #3) 



NOT! I he debit amount in this account should agree with the sum of the individual amounts «hown on the 
Student Mastercard 41 SI CKi continuing grants for the current year. 

?. .Uinuntxtrumr t \pcnses I'aiJ to Institution This expense account is used to record the 4 percent administrative 
expense allowance as it is paid to the institution. 



Debit ttus account tor 

Payments to institution for administrative ex- 
penses (contra account #1 ) 



Credit this account for: 

Closing entry at end of accounting year (contra 
account #4) 



NOlt \tter closing. Accounts #2, **4. #5, #6 and #7 should show zero balances. 



NDSL Accounts 

I Cash, M)Sl I Ins ■•.•hit balance account which shows the total cash available 
Debit this jeeount with ali cash raairJ lor 



id) Capital contributions of 

(I) federal government as transferred from 

Dl' AFS cash (contra account #2.) 
il) institution Uontra-acciumt #*) 

(M Rotunds ot amounts advanced to students (con- 
tra acVount ^a ) 

(cl Collections of principal from borrowers (contra 
account & ) 

(d) Collections of interest fr6m borrowers (contra 
a*. count r l o > 

(e) Collections of lute chatges assessed (contra ac- 

H> Other income (contra Jicoijnt #17} 

(g» Reimbursements 'from l\ *'eral government on 
cancellations (eontra^accou* r #IS) 

(hi Repayments trom borrowers for litigation ex- 
penses dontra acchunt 



Credit this account with all Cash disbursed for: 

(a) Advances to students (contra account #4a) 

(b) Repayments of capital to: 

( 1 ) "Federal government (contra account #14) 

(2) institution (contra account #15) 

(c) Withdrawals for payment of litigation expenses 
( contra account #19.1) 

(d) Withdrawals for authorised administrative ex- 
penses (comra account #19.2) 

(e) Withdrawals for* payment of other collection 
expenses (contra account #19.3) 
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2 ! unds Receivable. DFAFS This is a debit tmtan< e account wh>' h shows the total of the funds due from DFAFS 
for [he NDSL program. 

/ * r 



Debit this account .fur* / 

Amount 6U the award «\ specified in the NDSL 
allocation letter (contra account #12) 



Credit this account for: 

(a) Cash transferred into the NDSL account from the 
DFAFS account (contra account #t ) 

fb) Dcohiigation of NDSL funds (contra account 
#12) 



i. Funds Receivable, Institution. This debit balance account shows the total of the funds due from .the institution 
for the NDSL program. It should be note'd that funds cannot be transferred from the DFAFS account without the 
institutional one-ninth \hare being paid simultaneous]^*. • % \ * 



Whxx this a :count tor^ 

One-ninth ot the grant at specified in the 

NDSL allocation letter. This is the institution's 
matching share, (contra account #IT<) 



Credit thfe account for: 

U) ('ash paid by the institution to the NDSL 
account for the institution's share of NDS1* 
* advances (contra account #1 ) 
(b) Dcobligation of NDSL. funds* The institution's 
I /9 matching share (contra account #1 ) 



4a. Funds Advanced to Students In School This debit balance account is a control account for advances to 
borrowers during their tenure in school. The total of the amounts sho*n as advances on the individual £tudent 
Mastercards tor all in -whool students* should be reconciled to the balance in this account at the end of each month. 



Debit this account for 



The amount advanced to borrowers (contra 
account &\ ) 



Credit tfys account f x: 



\ 



(a) Any return of advances made (conti account 
#1) 

(b) Total previous! cd to students who are 

terminating th nent at the institution 

(contra accoun 

4b Funds Advanced to Students - Out of School: This debit balance account is a control account for ttv *otal 
amount advanced during their tenure in school to borrowers who have terminated their enrollment at the »:■' itic^ 
(see note on p. 28 >. This represents the total amount of loan principal advanced since the beginning of tht program. 



Dehit this account tar 

the.total advanced to students who are terminating 
their enrollment at thr institution (contra account 
24a) 



Credits: None, except for correction of errors 



NOn The balance in this account should be reconciled at the end of each month to sum of the total advanced 
amounts on the individual student ledger cards for out of school borrowers. 

m 

5 loan Principal Colla ted. This is a credit balance account maintained to show the total amount of loan principal 
collected since the beginning of the program. 



Debits None, except tor correction of errors 



Credit this account for: 

The amounts of cash eol'ections rclafo-' f v oun 
principal (contra account ~ ! > 



J 
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6 I t ovn Prim$paJ Camelled reaching Sen-ice-; 10'; Rate), Prior to 7/1/72 1 

* 2 / f/nniipa! t jrnettcd I cav hmg Serine (i? ; Ratel % t*rtor to 7/1/72. 

>> * /«•«/* PnmtpM Camelled Military Service (12 1/2"? Rate), Prior to 7/1/72' 

* J 1 o^n Pnnupa: t umrllcd Teaching Service ( 1 5*7 Ktff^. 7/1/72 and after 

" 2 i .>jn Pnnupal Cancelled leaching Sen ue (20 f l Rah ). 7/1 f?2 and after: ' 

* * 1 *>jn Ptinnpai Cancelled Peaching Service (Jtr: Rate I, 7/ 1 / 72 and after 

? 4 Pntuipal Camelled Military St nice (12 U2 c l Rate), 7/ 1 f 72 and after: 

S I oah Pnm ipal Cancelled Death v , 

v* Principal Canct lift! Ihuihihtv 

Hu m- separate j^ounh are maintained to show the cumulative amounts of loan principal cancelled under the 

prv*viMi»nv the Ijw 



I R*h it n \*>m\ except tor Lt»rrc^ turn of errors 



Credit the appropriate one of these accounts for the 
amounts of loan principal cancelled under the pro- 
visions of the law, (contra accounts #20, #2l» #22 v 
#23, #24, #25) 



It) / >>an Principal idtustru nts bankruptcy This is a credit balance account maintained to show the cumulative 
tot.il amount o! loan pnriwipal U>st because of bankruptcy 



I >ebit> Vone except tor corret tion <»f errors 



Credit this account for the amount of loan principal 
lost because of bankruptcy, (contra account #26) 



t ( 1 nun Pnnt.pal -Id rust men t Other This is a credit balance account maintained. to show the cumulative total 
amount ot loan principal K>st because ot other reasons as specified by the Office of Fducation, 



l>e**H\ None, except tor correction ot errors 



Credit. this account for the amount of loan principal 
lost because of other approved reasons, (contra 
account #27) Each credit entry to this account 
should be adequately labelled to identify the reason 
for the adjustment. 



1 ; Udi -j. ( apitu! i .tntrihutiotii Authorized: This is a credit balance account maintained to show the total Federal 
vtpiUt »-»-t»f nhuttiMiN Mtue ttie be^innm*; ot the program. 

Ik-htt this jvomnt the anumnt ot deohhgatton of 
\ vderji tunJs Uontra amount ^2 ) 



(a) This account will show a credit balance for the 
cumulative total of Federal capital contribution 
authorized since the beginning of the program. 

(b) Credit this account witn the amount of the grant 
as specified in the NDSL allocation letter, 
(contra account #2) 



\\ Insntun-.-nal ( :pttal Contributions. T his credit balance account is maintained to show the total institutional 
vjpjtji bi-ntnbuteJ to the fund 



l*bi! this jc.ounl tor the institution's share of 
Jeoblniatn»n of \|)S1 funds (contra account #3) 



(a) This account will show a credit balance for the 
cumulative total of institutional capital contribu- 
tion since the beginning of the program. 

(b) Credit this account with the institution's match- 
ing share of the NDSL grant This is 1/9 of the 
amount shown in the allocation letter, (contra 
account #3) 
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14. Repayments to'frederal (Government 



15. Repayments to Institution These debit balance accounts are maintained to show the total distribution of fund 
capital jn case ot partial dissolution of the PtfDSL fund. 



Debit 1 the appropriate one of these accounts for the 
amounts ot vapital contributions repaid in partial 
dissolution he fund, (contra account #1 ) 



C redits: None, except for correction of errors 



lb. interest framed on Loans. This is a credit balance account maintained to show the total interest which has been 
col'ected or has been cancelled because of teaching service, military service, death, disability, bankruptcy, or other 
cost! or losses (specify ). 



Debits None, except for correction of errors 



Credit this account with: 

(a) The amount of loan interest, collected (contra 
account #1 ) 

(b) The amount of loan interest cancelled for teach- 
ing (contra accounts #20 and #22) 

(c) The amount of loan interest cancelled for mili- 
tary service (contr3 accounts #21 and #23) 

(d) The amount of loan interest cancelled for death 
' (contra acc'ount #24) 

(e) The amount of loan interest cancelled for disabil- 
ity (contra account #25) 

(fl The amount of loan interest cancelled for bank- 
ruptcy (contra account #26) 

<g) The amount. of loan interest cancelled for other 
costs or losses (specify) (contra account #27) 



17. Other framings This credit balance account it maintained to show the cumulative earnings of the Fund other 
than interest on student loans, such as late charges assessed and interest carried on Fund cash balances. (Note that 
under the DFAFS funding agreement it is anticipated that no substantial amounts of cash will be held in this Fund 
and then* •* ;e no interest would be earned). Since it will be necessary to report on each type of earnings separately, a 
subsidiary ledger account for each type of earnings is desirable. 



Debits None, except for correction of errors 



\ 



Credit this account for* 

(ai Late charges assessed and collected (contra ac- 
count #1 ) 

(b) interest earned on Fund cash (contra account 
#1) 

(c) Any other earnings of the Fund (contra account 
#1) 



Is Reimbursement <>/ Amounts Cancelled on Loans 7/1/72 and After: t his credit balance account is maintained to 
• slum the cumulative amount received from the Federal government as a result of reimbursement on loans cancelled 
tor teaching and military service. 



Debits None, except tor correction of errors 



Credit this account with the amounts received from 
the Federal government for reimbursement of the 
aggregate of institutional plus Federal funds cancelled 
due to teaching and military service on loans made 
7/1/72 and thereafter, (contra account #1) 

1^.1 Litigation Expenses This is a det> f balance account maintained to show the net amount paid for litigation 
arising in connection with student loans. 



Debit this account with amounts paid for litigation 
expenses, (contra account #1 ) 



Credit this account with amounts collected frdm 
borrowers in repayment of litigation expenses, (contra 
account #1 ) 



19.2 Administrative Expenses Paid to institution: This is * debit balance account maintained to show the 
cumulative amount of authorized administrative expenses charged to the Fund in lieu of reimbursement to the 
institution. * • 



Debit this account with amounts; charged to the Fund 
as authorised administrative expenses, (contra ac- 
count #1 ) 



Credit: None, except for correction of errors 



19 J Other Collection Expenses: This is a debit hilancc account maintained to show the net amount charged to the 
Fund foe collection expenses other than costs of litigation, such as commission paid to collection agency as approved 
by the Commissioner. 



Debit this account with amounts authorized to be 
charged to the Fund as other collection expenses, 
(contra account #1 or #5) 



Credit this account with amounts collected from 
borrowers in repayment of costs of collection other 
than litigation expenses, (contra account #1) 



20. and '22. Cost of Loan Principal and Interest Cancelled - Teaching Service: These are debit balance accounts 
maintained to show the cumulative total cost of cancellations* for teaching service. 



Debit the appropriate account with the total of 
principal and interest cancelled for t*»sKhing service, 
(contra accounts t6A and #6.2 or #7.1, #7.2, #7 3, 
and #16) 



Credit: None, except for correction of errors 



21. and 23. Cost of l oan Principal and Interest Canceled - Military Service: These debit balance accounts are 
maintained to show the cumulative total cost of cancellations for military service. 



l>chit this account with the total of principal and 
interest cancelled for military service, (contra ac- 
counts #6.3, or #7.4 and #16) 



Credit: None, except for correction of errors 



24. Cost of Loan Principal and Interest Cancelled - Death This is a debit balance account maintained to show the 
cumulative total cost of vancellations for death. 



Debit thi* account with the total of i>nncipal and 
interest cancelled for death, (contra accounts #8 and 
#10) 



Credit: None, except for correction of errors 



25. Cost of Loan Principal and Interest Cancelled - Disability: This is a debit balance account maintained to show 
the total cost of cancellations for disability* 



Debit this account with the total of principal and 
interest cancelled for disability, (contra accounts #9 
and #16) 



Credit: None, except for correction of errors 



2k O'ner Expenses or Losses Bankruptcy: This is a debit balance account maintained to show the total costs or 
Iossl* tot b- kruptcy. R:fer to NDSl. program instructions before any charges are made to this account. 



Debit tins account with any loan principal and 
interest written off because of bankruptcy, (contra 
accounts #10 and #16) 



Credit: None, except for correction of errors 



27. c>f*V' Expenses or Losses - Other: This is a debit balance account maintained to show the total costs or 
iuSSe*-o'..cr. Reauc:*t advice from the Office of Education before any charges are made to this account. 



fVbii t>, • icco^M wuh any loan principal ard 
ii\:er> >i Ter of; ^c?i;.\c of other cost* or losses. 
T.ie rc>-« i Vr c *n *«c,": >,icuiJ be specified for 
ei*y .Jet. w .c* I.c jCCCv*nc. (contra accounts 



Credit: None, except for correction of errors 
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ILLUSTRATED JOURNAL ENTRIES 



Following arc a set ol illustrative journal entries showing the event that would cause an entry to be made, the 
propria!* journal in whuh t;' :::ake the en!r\ . the accounts) that would he u*ed and an indication of the amount 
the debit and e.cdit 

tvtnt: Received veiling authorisation letter I rum federal government tor B!-0(I program. 
Journal: DlAfS 

Entry: - Accounts Receivable. DF \f$ 

* I'nexpended Program Authorization. DFAFS 

Amount: Amount shown on the authorization letter 

Note 1: ! his amount should be posted also to a subsidiary ledger account Tor the specific authorization 
number 

Note 2: No entrv is made in the Bl'WJ set of accounts at this time since the basic control over the amount 
is established m the DI AI S accounts. 

Event: Kc.eived notification trorTi f ederal government ot award for SKXS program. 

Journal: W W S 

Entry: Accounts Receivable. DFAFS 

I'nexpended Program Authorization. DFAFS 

Amount: Amount slum n on the award Setter 

Note 1: I his amount should be posted also to a subsidiary ledger account for the specific award number. 

Note 2: \o entrv is made m the SF()(i set ot accounts at this time since the fra,sic control over the award is 
established in the DFAFS accounts 

Event: Received notification from federal government ot award forCWS program. 

Journal: DFAFS 

Entry: Amounts Receivable. DFAIS 

I nexpended Program -Authorization. Dl AI S 

Amount: \moimt sh> wn on Ihe award letter 

Note 1: I lus amouio should be posted alsn to a subsidiary ledger account for the specific award number. 

Note 2: No entry is made in the CWS set of accounts at this time since the basic control over the award is 
established in the Dl AI S accounts. 



Event: Received notification from federal government ot award lor NDSL program. 



Journal . Dl- A I S and NDSl 



Entry in Dl .M S accounts: 

Vccounfs Receivable. DFAFS 

I'nexpended Program Authorization. DFAFS 

< I his anu>unt shoufTtf/:r<> be posted to a subsidiary ledger account for specific award number) 



Amount: Amount shown on allocation letter (not approved level ot lending) 

- i 

Entry in NDSl accounts 
funds Receivable. DFAFS 

f ederal Capital Contribution Authorized 



Amount: Amount shown on allocation letter 

Funds Receivable, Institution 

Institutional C apital Contributions 

Amount: ! '9 oi f ederal fjrant 

Note Under the SDSL Vr^gram the authorised amount also entered in the NDSL accounts along with 
the institution'* matching amount. 

Event: ijjsh is received from DFAFS as a result of a cash request or letter of credit requisition. 
Journal: OFAFS 

Entry: 

Cash Control, DFAFS 

Accounts Receivable, DFAFS 

Amount: Amount of cash received * 

Event: Information is available as to the BEOGs to be paid to student*, and funds are transferred from the 
DFAFS accounts to the BEOG fund. 

Journal: DFAFS and BFOG 

Entry in DFAFS accounts 

Unexpended Program Authorization, DFAFS 
Cash C ontrol, DFAFS 

Amount: Amount of cash transferred, 

NOTE: This amount should also be posted to the subsidiary ledger account for the specific BEOG au- 
thorisation. 

Entry in BFOG accounts ^ 
Cash, BFOG 

Transfer from DFAFS BEOG Funds 

Amount: Amount of cash transferred. 

Event: BF(X*s are paid to students. 

Journal: BFOG 

Entry: 

Student Grants Paid-BEOG 
Cash, BFOG 

Amount: Amount of grants paid. 

Event: Refund or recovery from student recipient 

Journal: BFOG 

Entry: ( ash, BFOG 

Student Grants Paid-BEOG 

Amount: Amount of refund received. 



U JL 
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Event: the end ot the fiscal year. 

Activity: A final trial balance of the Student Mastercards-BEOG section should be taken and the total 
agreed With Account #.V Then the temporary accounts in the BEOG ledger would be closed. 

Entry: transfer from DFAFSBFOC; l^unds 
Student Grants fctid-BtOG 

Amount: The balance in each account. No difference should exist between the debit and credit amounts. If 
excessive tunds have been transferred in, they should be returned to the DFAFS accounts and the 
entries would be the opposite of those needed to transfer funds into the BEOG accounts. 

Evant: Payroll information is available from the CWS program and funds are transferred from the DFAFS 

account tor the Federal share plus the 4% administrative allowance. 

* 

Journal: DFAFS and CWS 

Entry in DFAFS accounts 

Cnexpended Program Authorization, DFAFS 
t ash Control. DFAFS 

Amount: Amount of cash transferred, including the administrative allowance. 

Note: This amount should also he posted to the subsidiary ledger for the specific award number. 

Entry in CWS' accounts 
Cash. CWS 

1 ransfer from DFAFS-CWS Funds 

V 

Amount: Amount of transfer 

Event: I he institutional share of the payroll is transferred from the institution's general fund to the CWS fund. 
Journal: CWS 

Entry: u 
Cash. CWS 

Institution's Cash Contribution 
I mplo>er\ Payroll Taxes Payable 

Amount: Institution's share of payroll plus employer's share of Social Security. 

Note: As noted m the ledger account illustration the employer's shared* of Social Securi cannot be paid 
from f ederal College Work Study funds. Some institutions handle this directly from their general 
fund and account #4 is not used in the CWS set ot account*. The illustration is designed to show the 
appropriate entries if the employer's share of Social Security is in fact transferred into the CWS 

hind 

* 

Event: Cash is received from 9ft -campus agencies for their share of payroll plus the employer's share of 
Social Security. 

Journal: CWS 

Entry: 

Cash, CWS 

Off-campus Agency's Contribution 
1 mployer's Payroll Taxes Payable 

Amount: Amount ot cash received 
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Evtnt: Payroll is paid to students including certain students receiving noncash wages. 

Journal: CWS 

Entfy: 

Student Wages • On Campus 
Student Wages - Off Campus 
Cash, CWS 

Institution's Noncash Contribution 

Federal Income Tax Withheld 

Social Security Tax Withheld 

State Income Tax Withheld . 

Other Withholding 

Amount: Gross wages are entered in the appropriate student wages accounts. Net cash paid is credited to 
Cash, CWS. The Institution's Noncash Contribution is entered in that account and the amounts 
withheld from student wages are entered in the appropriate accounts. 

Evtnt: The institution is paid the allowed 4% for administrative expense. 

Journal: CWS 

Entry : 

Administrative Expenses Paid to Institution 
Cash. CWS 

Amount: 41 of gross earnings, on campus and off campus. 

Evtnt: Payment is made to the appropriate government agencies for Social Security taxes and Income Tax 
withheld. 

Journal: CWS 

Entry: 

Employer's Payroll Taxes Payable (see note at event K) 
Federal Income Tax Withheld 
Social Security Tax Withheld 
State Income Tax Withheld 
Other Withholdings 
Cash, CWS 

Amount: Amounts withheld for various purposes. 

Not»: This would typically require several entries as checks are written for appropriate deposits and to 
different agencies. . 

Event: The end of the fiscal year. 

Activity: A final tml balance of the Student Mastercards CWS section should be taken and the total agreed 
to accounts #7.1 and #7.2. Then the temporary accounts in the CWS ledger would be closed. 

Entry: 

Transfer from DFAFS-CWS Funds 
Institution's Cash Contribution 
Institution's Noncash Contribution 
Off -cam pus Agency's Contribution 

Student W?ges - On Campus ' 

Student Wages - Off Campus 

Administrative Expense Paid to Institution 

3o 
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Amount: balances m each account with possible exception of off-campus agent's contribution, There might 
he a balance in the "Off-campus Agency's Contribution** account, if for some reason the agency had 
deposited more "tund*" then were needed to match its payroll. Reimbursement to the agency 
Hould clear the balance from the account. If excessive funds have been transferred from DFAFS 
* funds, they shouid be returned and entries would be the opposite of those needed to transfer funds 
into the CWS accounts. 

. 0 Event: Information is available as to the SFQG grants to be made and funds are transferred from the DFAFS 
account to the SI OC fund. 

Journal: ttFAFSimJ Sf OG 

Entry in DFAFS accounts 

Unexpended Program Authorization, DFAFS 
C ash Control. DFAFS 

Amount: Amount of cash transferred, including 4'7- administrative allowance. 

Note: I his .*:nount shouid also be posted to the subsidiary ledger account for the specific award number. 

Entry SI OG .uvounN 
Cash. SFGG 

transfer from DFAFS-lmtial Grants 
Transfer trom DFAFS-Continuing Grants 
Transfer from DFAFS-Administrative Expenses 

Amount: Appropriate amounts for each account. 
R. Event: SFOG grants arc paid to students 

Journal: SFOG . 

Entry: 

Initial Cirants Paid 
Continuing (.rants Paid 
( ash. SFOG 

Amount: Amount of grants paid. 
S Event: AdnunM; jf»w allowance is paid to institution. 
Journal: SFlMi 
Entry: 

Administrative Ixpenses Paid to institution 
( ash. SFOG 

Amount: 4 : ot total grants paid 

I Event: The end of the fiscal year. 

Activity: A final trial balance of the student Mastercards-SEOG section should be taken and the total agreed 
with accounts #5 and #b. Then the temporary accounts in the S£OG ledger would be closed. 

Entry: 

Transfer from DFAFS-lmtial Grants 
Transfer from DFAFS-Continuing Grants 
Transfer from DFAFS-Admi'ustrative Expenses 

Initial Grants Paid 

Continuing Grants Paid 
. "Administrative Fxpenses P.i'd to InsMuhon 
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Amount: I hc balances in each account No dif ferences between the debit and credit accounts should exist If 
em-eajvc funds have been transferred in, they should be returned to the DFAFS accounts and the 
entries would he^fhe opposite of those needed to transfer funds into the SFOG accounts. 

r Event: Information w available regarding the loans to be made, the cash remaining in the NDSL Fund from 
collections and the amount to be drawn from the DFAFS account for the program. Funds are 
transferred from DFAFS account to the NDSL Fundi 

Journal: Dl -WSunJ NDSL 

Entry tn DF.\I S accounts 

I'neipendcd Program Authorisation, Dl .FS 
C ash ( ontrol. DFAFS 

Amount: Amount of cash transferred including 4% administrative allowance 

Not*: J h«s amount should also be posted to the subsidiary ledger account tor the specific award number. 

Entry in NDSL Accounts 
Cash. NDSL 

\ unds Receivable DFAFS 

Amount: \mount ot transfer 

V Event: Institution's share ot NDSL advances to students is received. 

Journal. NDSL 

Entry: 

( ash, VDSL 

Funds Receivable. Institution 

Amount: 1 ot Fcder.il contribution for advances to students. • "\ 

VA Event: -Vdijiii.es jri made to students from NDSL funds. 

Journal. NDSl 

Entry: 

I unds Advanced to Students-ln School 
( ash. NDSl 

Amount: Vmount o! advances 

\ Event: Students terminate their enrollment at the institution. 

Journal: NDSl 

Entry: 

Funds Advanced to Students - Out of School +lr 
I unds Advanced to Students - In School 

Amount: the amount of total advances to students whose enrollment is terminated. 

Note: 

The control account for Funds Advanced to Students should be broken down into at least two 
components, i.e.. In School and Out of School, since this* will aid in maintaining control over the accounts. This way 
the in-school Student Mastercard (see Fxhihit V) can be used as the subsidiary ledger for the in-school students in 
all the programs, and the change at the time the student terminates his student status is formally recognized in the 
accounts 

n 
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With this method, it an outside billing agency is being used, the "Funds Advanced to Students-Out of 
School" account becomes the control account tor the accounts turned over to the outside billing agency. If some of 
the accounts are not turned over to the billing agency when the student leaves school, a further subdivision of the 
control account nyght be appropriate 

When the school is handling its own collections, it is still appropriate to separate both the control 
account ami the subsidiary accounts between those in school and those out of school. Breaking down the student 
ledger in this wav and establishing appropriate control accounts over each section should make it easier tolake the 
monthly trial balance on the ledgers and to isolate errors that might have been made in the accounts. 

V Event: Principal and interest are collected trom students whose payments have become due. 

Journal: NDSl 

Cash. NDSL 

l oan Principal Collected 
Interest larned on Loans 

Amount: Amounts collected 

Z Event: Piuki;u1 and interest are cancelled tor teaching service on the basis of proper documentation 
received , some at 1 0 7- and some at 1 5'* 

Journal. NDSL 

Entry: 

C ost of Loan Principal and Interest Cancelled - Teaching Service 
loan Ptincipal C ancelled - Teaching Service ( I S% rate) 
Loan Principal Cancelled - Teaching Service ( 10% rate) 
Interest Larned on Loans 

Amount: Total amount cancelled 

Note 1 : A similar entry would be made for other cancellation. 

Note 2: At the time of the cancellation entry here, the institution should also make an entry in its General 
Fund, recording a receivable and a general revenue from tne Federal government for the 
institutional portion (1(H ) of the full amount of principal and interest cancelled on loans made 
prior to 7/1/72. -This amount wi;i be received by the institution in due course. For loans made 
7 1 7 2 and after, see NDSL account #1 8 for appropriate accounting. 

AA Event: Notification and proper documentation is received regarding death of a borrower. 

Journal: NDSl 

Entry: 

Cost of Loan Principal and Interest Cancelled - Death 
Loan Principal Cancelled - Death 
Interest Larned on Loans 

Amount: Balance due trom deceased borrower plus interest up to date of death 

BB Event: Notification and proper documentation is received regarding total and permanent disability of a 

borrower. 

Journal: NDSL 
Entry: 

Cost of Loan Principal and Interest Cancelled Disability 
Loan Principal Cancelled - Disability 
Interest Earned on Loans 

Amount: Balance due from disabled borrower plus interest up to date of disability 
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CC. Evtftt: Notification and proper documentation is received regarding borrower who has been adjudged 

bankrupt. 

Journal: NDSL 
Entry: 

Other Expenses or Losses - Bankruptcy 
Loan Principal Adjustments - Bankruptcy 
Interest fcarncd on'Loans 

Amount: Amount of cancellation based on legal situation 

t>D. Evant: Authorization is received from the Office of Education to write off an account for other justifiable 
reasons. ^ 

Journal: NDSL * W 

A 

Entry: > 

Other Expenses and Losses * Other 
Loan Principal Adjustments - Other 
interest barned on Loans 

Amount: Amount authorized by Office of Education 

EE. Event: After negotiation with the Office of Education, a portion of the NDSL Fund capital is returned to 

OE. 

Journal: NDSL 
Entry: 

Repayments to Federal Government . 
Cash, NDSL 

Amount: Agreed amount of repayment 

FF. Evant: The institution's share of the reduction in NDSL Fund capital is returned to the institution, 

Journal: NDSL 

Entry: 

Repayments to Institution 
Cash, NDSL 

Amount: 1/9 of amount returned to OE * 

GG. Evam: Received notification from Business Office of earnings on the NDSL Fund, such as late charges. 

Journal: NDSL 

Entry: 

Cash, NDSL 
Other Earnings 

Amount: Amount earned 

HH. Event: The institution is paid the allowed 4% of total advances to students for administrative expenses. 
Journal: NDSL * 
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Entry: % 

Administrative Fxpenses Paid to Institution 

Amount: 4 v of total advances to students during the fiscal year July 1 - June 30 

II. ' Event: Reimbursement trom Federal government on loans cancelled. 

Journal: NDSL 

Entry: 

Cash, NDSL 

Reimbursement of AmountsXanceUed on Loans 7/1/72 and After 
Amount: Amount indicated in cover letter from Federal government 
J J. Event: Litigation expenses paid on outstanding loans. 
Journal: NDSL 

Entry: 

Litigation Fxpenses 
Cash, NDSL 

Amount: Amount paid 

KK. Event: Collection from borrowers in repayment of litigation expenses incurred by institution. 

Journal: NDSL 

Entr>: 

Cash. NDSL 

Litigation Fxpenses 

Amount: Amount received from borrower 

LL Event: Payment of other collection expenses associated with outstanding loans, such as commissions to 
collection agency. i 

Journal: NDSL 

• »" 

Entry: 

Other Collection Expenses 
Cash, NDSL* 

(Note thit in a case where the collection agency withholds its commission, the debit to "Other Collection 
Fxpenses 11 would be incorporated with the entry to record collection of the loan, e.g.: 

Cash. \ DSL 

Other Collection Fxpenses f 
Loan Principal Collected 
Interest Earned on Loans) 

Amount: The amount actually paid to (or withheld by) the collection agency. 

MM. Event: Collection from borrowers of other collection expenses in repayment of amount initially paid by the 
' institution. 

» * 

Journal: NDSL 
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Entry: 

Cash. N DSL w 
Other Collection Fxpenses 

Amount: Actual amount collected from borrower 

NN Event: Students return or refund loan advances because they are not needed. 

Journal: NDSL , 

Entry: 

Cash. NDSL 

Funds Advanced to StudcntsTn School 

Amount: Amount actually returned or refunded by student » 

OO. Event: Deobligation of BEOC unexpended authorization. 

Journal: DFAFS 

Entry: 

Unexpended Program Authorization, DFAFS 
Accounts Receivable, DFAFS 

Amount: The actual amount shown on notification from Federal government 

Not* 1 : Thi amount should also be posted to the subsidiary ledger account for the specific authorization 
number. 

Not» 2: Nil entry is needed in the BEOG set of accounts as deobligation for this program is recorded in the 
salne accounts used to control the unexpended authorization-the DFAFS accounts. 

PP. " Event: Deobligation of SFQG unexpended program authorization. 

Journal: DFAFS 

/ 

Entry: \ 

Cncxpicnded Program Authorization. DFAFS 
Accounts Receivable, DFAFS 

Amount: The actual amount shown on notification from Federal government 

" Note 1: lhis amount should also be posted to the subsidiary ledger account for the specific award number. 

Note. 2: No entry is needed in the SEOG set of accounts as deobligation for this program is recorded in the 
same accounts used to control the unexpended award -the DFAFS accounts. 

QQ Event: Deobligation of CWS unexpended program authorization. 

Journal: DFAFS 

Entry: 

Unexpended Program Authorization. DFAFS 
Accounts Receivable, DFAFS 

Amount: The actual amount shown on notification from Federal government 

Note 1: This amount should also be posted to the subsidiary ledger account for the specific award number. 

Note 2: No entry is needed in the CWS set of accounts as deobligation for this program is recorded in the 
same accounts used to control the unexpended award-the DFAFS accounts. 
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RK. Event: Dcoblywnon of NDSL unexpended program authorization. 



Journal: DFAFS and NDSL 

Entiy in DFAFS acStjnts: v 
Unexpended Protfll^ Authorization, DFAFS 

Accounts ReceiV%Ue, DFAFS 
(This amount should also be posted to the subsidiary ledger account for the specific award number) 

Amount: The actual amount shown on notification from Federal government 

Entrto in NDSL accounts; * 

1. Federal Capital Contribution Authorized 
\ Funds Receivable, DFAFS 

Amount: Amount shown on notification 

2. Institutional Capital Contributions 

Funds Receivable, Institution . 

t « 

• Amount: 1 /«* of the amount in the notification from Federal government 
S$. Evtnt: Transfer of up to 10% of CWS program authorization to SEOG program. 
Journal: DFAFS 



Ert^ry: > # - 

Unexpended Program Authorization, DFAFS « 
Unexpended Program Authorization. DFAFS 

Amount: Actual amount transferred / 

Not* 1: This is a memorandum catry in the control account. However, in the subsidiary accounts this 
amount wouI4 be debited to the specific CWS award account, and credited to the specific SFOG 
award account. 

Not* 2: A similar entry would be made for transfer from SFOG to CWS. 

* « 

Not* 3: This entry will facilitate reporting of transfers. . 



THE STUDENT MASTERCARD 

* 

There are a numoer ot ways in which the institution can meet the detail records requirements of ihese 
programs. One way is a Student Mastercard (Exhibit V) for in-school students, where the institution records basic 
information relating to all the programs in which the student participates. This type of card, modified to take into 
account any special problems at a particular institution, can be maintained in lieu of separate cards for each of the 
programs. So long as the individual sections on the cards are periodically proved to the appropriate control accounts 
in the CWS, BEOG. SEOG, and NDSfL ledgers, this card will satisfy the basic detail records requirements for the 
programs. \ v 

The major advantages of this type of record are: I) elimination of duplication of information about the 
student, 2) availability on one card of the total information about each student's financial aid history; 3) the added 
assistance it provides in fulfilling the reporting requirements, particularly the Fiscal Operations Report (OE-1 152) 
Parts I and IV, and 4) the proof of matching it provides under thrSEOG Program. . 

These cards can be color-coded with tabs, i.e., red for BEOG, yellow for CWS, green for SEOG, blue for NDSL 
to facilitate sorting, counting, or adding to complete specific parts of the various reports. 



In order to record all t»l the information required in reporting to the Office of Education, the institution may 
wivh to complete a Mastercard for ea^h student who files an application for aid, aven though no aid is granted. A 
ieparate file of* those not granted aid, set up in order of urgency of need, would help expedite granting of any 
additional fund* that might become available and would he of assistance in required reporting, 

hot institutions that have installed electronic data processing equipment for recordkeeping purposes, the 
information recorded on the Student Mastercard can instead he stored in the computer. The essential consideration 
^ that the 'information be available in some format that is easily retrievable for reporting and audit purposes; it is not 

e»\enlul U> uve the illustrated Mastercard 
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(BACK OF STUDENT MASTERCARD) 



NAME OF STUDENT 

I. _ !•* C*S ~AM(1UNT OF AWARD | 

"* PAY PERIOD 

FRCW TO TOTAL 



SOCIAL SECURITY NUMBER 



2, 1 * -W CW3 AUCMJNT CF AWARD $ 
PAY PERIOD 
FROM j TO 



PROJECT IDENTIFICATION 
CASH NONCASH 



PROJECT IDENTIFICATION 



PER HOUR 



PAY PERIOD 
FRCM Tl 



TOTAL 



3. 1 * 



PER HOUR' " 



CASH 









PAY PERIOD 




i — ■ 




j TOTAL 


CAJH 


NONCASH 


FROM 


TO 


TOTAL 


CASK 


non:ash 


f " 

1 
1 
1 

i 

















PROJECT IDENTIFICATION 



PER tf m 



PAY PERIOD 



FROM 



\ TOTAL 

f - 
1 



;ash 



NONCASH 



4. H -1 * CWS AMOUNT OF AWARD $ 



PAY PERIOD 
FROM TO 



PROJECT IDENTIFICATION 



TOTAL 



CASH 



PAY PERIOD 
FROM i TO 



TOTAL 



CASH 



NONCASH 



_ $_ PER HOUR 

PAY PERIOD 
FROM TO 



TOT£L 



CASH 



NONCASH 



NONCASH 



NONCASH 



DATE 



BE(G REFUND: 



1 . 
2. 
3. 

*>. 

DATE 



STUDENT NO LONGER IN ATTENDANCE 

viRADUATED 
TRANSFERRED 
ACADEMIC PROBLEMS 
FINANCIAL PROBLEMS 
OTHER - STATE REASON; 

AMOUNT 



DATE 



STUDENT IN ATTENDANCE BUT NO LONGER ELIGIBLE 
FOR FINANCIAL AID. INELIGIBLE FOR: 



BEOG - REASON 

CWS - REASON 

NDSL - REASON 

3E0G - REASON 



9 

ERLC 



44 





CODING 
FOR STUDENT MASTERCARD 



f-'xplanation of Codes 



A. 



Source of Recruitment 

1 Upward Bound 

2 Fducational Talent 



Search 
.V Disadvantaged student 

from high school 
4 Other 



D. 



Race or Ethnic Group: 

1. Black 

2. American Indian or Alaskan Native 

3. Asian or Pacific Islander 

4. Hispanic 

5. White 



Family Income: 
Insert actual amount 



b 



High School Test Scores: 
Insert actual number 



F 



Need: 

Insert amount determined 



( 



1 Top quarter 
2. 2nd quarter 
V 3rd quarter 



High School Rank 



BEOG Eligibility Index: 
Insert actual number 



4 Bottom quarter 



SEOG Grant Type: 

1. Initial year 

2. Continuing year 



Out-of-School Student* Rt^. 

If the accounting records are to perform the function of assisting in the management of the NDSL program as 
well as fulfilling the reporting requirements, some modification of the typical receivables ledger will be necessary. 
Since the program itself permits a grace period and permits deferral of loans for a number of reasons, it would 
appear that a single alphabetical ledger is not sufficient to provide the control mechanism neeu d, A cross reference 
file similar to the "loan status card" presented as Exhibit VI is recommended. The other basic file would be a 
financial data file. The loan status fUe should be set up strictly alphabetically with appropriate data to show the 
status of each loan at all times. The financial file w^uld be broken down in sections based on the status of the loan. 

The hasic sections in the financial file would be as follows: 

I A current payment file subdivided by month in which the payment becomes due, 

a grace period file subdivided by month in which the grace period ends. 

3 A deferred status file subdivided by the type of deferment such as teacher, military service, VISTA, etc., 
and further subdivided within these sections by the month that the deferred status ends. 



4 



A delinquent tile subdivided by the number of 'months that the account is delinquent. 



A paid file on an alphabetical basis. 
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Exhibit VI 



LOAN STATUS CARD 



Account No. 



Name 



Address 



Social Security No 



Data 



Currtnt Status of Account 



Status 



Left School. 



School Attendance 
Elsewhere 



Back of Card 



Work Completed Elsewhere. 



From. 



. From . 



From. 



. Period of Grace Ends . 



To. 



.To. 



To, 



Proof 

.Established. 



Proof 

. Established . 



Proof 

Established . 



Military Service, 
Peace Corps., Vista 



Entered Teaching . 



Proof Established for Years _ 
Payments Due: 



From. 



. From 



From . 



.To. 



To. 



.To 
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Proof 

. Established . 
Proof 

Established. 
Proof 

. Established . 



The delinquent tile can be further subdivided into those accounts which have been turned over ton collection 
agency and those account* on which legal action is being undertaken by the institution. 

The reasoning behind recommending that the financial file be subdivided in this manner is that it provides the 
basis for action on the tile as well as providing some assistance in fulfilling the reporting requirements of the Federal 
government. Tor example, the billing to the borrower should be made directly from the file at the appropriate 
period of time prior to the due date of the payment. The appropriate letters necessary to indicate termination of the 
grace penod and termination of deferred status could again be triggered by the reference to the appropriate month 
in the grace period deterred status tile The arreurs.and delinquency file, of course, would require intensive follow-up 
on each account in the file At the end ot each month, the tun-eat month portion of each file should be cleared out. 
l or example, it an account is l^ft in the current payment file for the current month, it has in fact become in arrears 
at the end ot the month and would be transferred from the current file to the arrears and delinquent file with 
appropriate awtion being taken. The grace period and deferred status files would be cleared out with the cards being 
placed m the appropriate month section ot the current payment file. 

• 

It is sometimes argued by posting clerks that a straight alphabetical file is much easier to work with. In fact, 
this is not necessarily true at all. assuming that the majority of payments coming in to the. organization would be 
those on current payment status I hen the group of cards that the posting clerk would need to work with would be 
quite limited so that rather than fingering through a massive alphabetical file to find the account to be posted, the 
only accounts that would be needed would be the current month portion of the current payment file. Of course, any 
payments received on accounts not in the current payment file would represent payment on delinquent accounts or 
an advanced payment. lo post this amount would require a reference to the alphabetical status file to determine 
where this account uould be located. However, since there is a need to break down receipts between those for 
current payments and those for advanced or delinquent payments, this separation is still advantageous since- failure 
to find the card in the current payment file would trigger the appropriate separation of the amounts posted as 
between current pa\ ments. advanced payments, or delinquent payments. 

Using the Student Mastercard for the Fiscal Operations Report (OE 1152), Part I. 

After the student cards have been posted and proved to the ledger control accounts they, along with the ledger 
control accounts, become the basis tor completing the required reports to the Office of Fducation The procedure 
tor the completion of each line of the reports, using these cards jnd the ledger accounts, is described below. These 
references are to the 1*J?5 -?<> report forms. See Fxhihit VI! pp. 40-47. Appropriate modifications will need to be 
made tor changes in the report requirements. 

I trst. the Mastercards tor student, presently receiving financial aid should be sorted, and all NDSL recipients* 
cards stacked out separately. Then, the NDSL cards are sorted again according to the race or ethnic group code on 
the card. A count ot cards m each stack provides the data for the "recipients" block under NDSL, Section A. 
Summing the current dollar amounts on the cards will give the data for the "amount" block in Section A. The NDSL 
cards should then be re-sorted by se\. and the count of cards will give the data for Section B. Again, re-sorting the 
cards on the basis of tamily income, counting the cards in each stack and summing the appropriate dollar amounts 
will provide the data tor Section ('. A final re-sort of the NDSL cards into independent undergraduate and graduate 
will provide the data tor columns (h) and i\) of the NDSL information in Section C\ 

The Mastercards for students participating in the NDSL program should be replaced with the other 
Mastercards, and then the Mastercards for students participating in the SLOG program should be sorted and stacked 
out separately. Sorting and re-sorting as above will provide the data needed for sections A. B, and C. The same wUl 
be done with CWS program recipients. 

Now. all that remains for Part I is the unduplieated recipient counts and total dollar amounts spent. For 
Section A. all ot the Mastercards for students participating in any one or any combination of the three programs are 
sorted by race or ethnic group. I he number ot unduplieated recipients (column a) will then be recorded. This total 
will probably be less than the sum of columns c + e + g as this is an unduplieated count. In no case can this total be 
greater than the sum of columns c + e + g. The dollar amounts currently spent or» all three programs are summed for 
each stack of cards, and recorded in column b. The amount in column b for every line must equal the sum of 
columns d * f + h. 

.4// of the Mastercards arc now re-sorted by sex tor the information needed for Section B. They are then all 
re-sorted again by family income to obtain data needed for Section t. Note carefully the instructions provided with 
Part I as to means of verifying your numbers by reference to numbers in other parts of your Fiscal Operations 
Report 
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Exhibit VII 




DEPARTMENT OP HEALTH. EDUCATION. A*QP*Ba»la«1p> 
OFFtCE OP EDUCATION 
WASHINGTON. O.C. 19192 


FLtft M AO RJ. 

rrfucTfOMS be- 

fORf COMPLEX* 
WO THIS FOUL 


FUHH HfPUvVEP 
OMR NO. IV*0*4* 


COMPLETE THIS PAtT ONLY 
AFTER ALL OTHER RELEVANT 
FARTS OP THIS REPORT NAVE 
BEEN COMPLETED 


INSTITUTIONAL FISCAL-OPERATIONS REPORT FOR THE NATIONAL 
DIRECT STUDENT LOAN, SUPPLEMENTAL EDUCATIONAL OPPORTUNITY 
GRANTS, AND COLLEGE WORK-STUDY PROGRAMS FOR FISCAL YEAR 1976 
{July 1, 1975 . Jun# 30, 1976) 
PAtT 1 . GENERAL SECTION 


I. SERIAL NUMBFR (osfaj 


2. ENTITY NUMBER <*#> 



r«fir.cT wmirnw oe b^nmSHm My, but not necessarily, t* withheld under th«i« profram unl«»* Uu* rtport J» co*pl*t«4 and Mad 

ft* r^juutd by •Ktttw« iiwi 20 U.S.C. 424, tOBTcc - NaMo»*1 Direct Stwfeot Loa» Program, 20 U.S.C. WOt* 20 U.S.C. 1232c - 
tupplasnntal Edui.«tioo<t Opportunity Gcanu Progmtn; and 42 U.S.C. 2754; 20 C. 1232c - Collate Work-Study Program. 



2. NAME AND ADDRESS OF INSTITUTION ffawfa** c/r?. St«i« «Mt xi^ toe*> 



COMPLETE THIS REPORT AND RETURN BY AUGUST 
31, 1*7* ALL COPIES BUT YOUR OWN TO: 



U.S. Office »f Eavcetie* 
Bureau ef P*M*«cef?eVy £eWeti«* 
Dlvftle* ef Student Financial Aid 
F ffriw Sveeeft Breach 
Vaealagtee, D.C 20202 



SECTION A * NUMBER OF NDSL, SEOG, AND CWS AID RECIPIENTS AND AMOUNTS SPENT IN THESE PROGRAMS 
DURING FISCAL YEAR WIY RACIAL/ETHNIC DISTRIBUTION 



RACE OR 
ETHNIC 
CROUP 


VSS 


UN PUPLICA 


TED TOTAL 


NO 


SL 


SEOC 


CWS 


NEClPlENTS 
• 


AMOUNT 
h 


RECIPIENTS 
c 


AMOUNT 
4 


RECIPIENTS 
• 


AMOUNT 
1 


RECIPIENTS 
• 


AMOUNT 

k 


'». BLACK (not of 




















AMERICAN 

INDIAN ON 
At ASK AN 
• NATiVC 


IA02Q 


















ASIAN OR 
A» PACIFIC 
ItLAMDCa 




















4, HISPANIC 




















WHITE trtof vt 




















4. TOT A/, of 
ffaM* 1 through 






















SECTION B . DISTRIBUTION OF AID RECIPIENTS BY SEX DURING FISCAL YEAR 1976 



SEX 


ADP 


UNDUPLICATED NUMBER 
OF AID RECIPIENTS 
• 


NDSL RECIPIENTS 
a 


SEOC RECIPIENTS 
c 


CWS RECIPIENTS 
4 


I. MEN 


tmoto 










L «OMf M 












L TOTAL f •* 













OE FORM 1152-1, t/?t 



REPLACES OE rORM HIM, 1/71, 
WHICH IS OBSOLETE 



COPY 1 — OE FILE COPY 




ERIC 
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PART t - GENERAL SECTION 

t continued) 


PLC A*£ READ tHSTRUCKOWS BEFORE 
COMPLETING THIS FOB*- 


FGf;u appro* t o 
OMB NO. iUPW»4J 


NAME INSTITUTION 


ADDRESS ">c/W« *t#r«. «i4 Zff* corf«J 


SERIAL NUMBt R (DSFAJ 
% 


ENTITY NUMBER fEtf> 
t * 



SECTION C - NUMBERS OF AID KtClfME^TS AK0 AMOUNTS SPENT BY INCOME CATEGORY FOR UNDERGRADUATE DEPENDENT 
STUDENTS OR BY UNDERGRADUATE INDEPE NDENT OR CRADU^E STATUS DURING FISCAL YEAR 1976 



HDSL 



» . dUiP'tNTi 



2. AMOUNT LENT 



SEOC INITIAL YEAR 



t. RECIPIENTS 



«. AMOUNT SPENT 



SEOC CONTINUING 



t. RECIPIENTS 



40P 



AMOUNT SPENT 



CWSP 



7. REORIENTS 



O. AMOUNT SPENT 



TOTAL 



». UNOUPLICATEO 
NUMBE* OF 
RECIPIENTS 



10. AMOUNT SPENT 



I CO 70 



tctoe 



TOTAL 



UNDERGRADUATE DEPENDENT 



SO TO 
S2.lt* 



fl.000 TO 

•s.ttt 



SB.OCX* * O 



S7.SOO TO 
SA.ttf 



St .000 TO 

Bii.hb 



OVER 
$14,000 



UNDER- 
GRADUATE 
INDEPEN- 
DENT , 
h 



GRADUATE 



SECTION D - CERTIFICATION 



¥g CERTIFY that Hi* .*for»otio« contomoo 1 If* thi» roooft it truo tnd «ccufOto to tho boit of our knowfodg*. W« undorttond that 
tH«to figurot §ub ( «ct to outfit by roproftontativoo of th* U.S. Commissi***' of Education. 



SIGNATURE OF DIRECTOR 0? STUDENT FINANCIAL AID 


SIGNATURE OF CHIEF FISCAL OFFICER 




TYPED NAME OF DIRECTOR 


DATE SIGNED 


TYPED NAME OF CHIEF FISCAL OFFICER 


DATE SIGNED 


AREA CODE 


TELEPHONE NUMBER 


EXTENSION 


AREA CODE 


TELEPHONE NUMBER 


EXTENSION 



OE FORM 1152-1. B/w 



REPLACES OE FORM UEi.1. S/7E. 
WHICH IS OBSOLETE 



COPY 1 — Q£ FILE COPY 
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PART H • NATIONAL DIRECT STUDENT 
LOAN PROGRAM 


PLEASE HEAD INSTRUCTIONS •EFORE 

completing this for*. 


F ONM Af^ftOVfcO OMP NO* ft*WOt«S 


SL*(AL Nutt8£N (USLfAf 


NAMt 0? »NSTiTuT«ON 


APDSESS fuJ# . 


t**T|T V NUMIEN (fciVj 
1- 



N0*cp7 
AU.T 
NO 



SECTION A - FISCAL RE PORT iCUMVr.AliVK* AS OF JUNE 30, 1976 

ittU 



A K H v>N HANI' ANP 'N D t *>0^ T QRY 
I ► 'N ■% Rt . » A IV. f { kom r t I't RAi iOvl RNMt n I 
t .Kit N Hi . I *Atli i *»ROM NM.TyTON 

^_un ps as>4sk f ji T s lu ^F L 

Li* AN PW.NC.P4w rOLltfvTTi? 



L CAN PR'Nv. 'P*^ . AN v E I .1 T ON LOANS MADE PRIOR TO 



AK» <><; Wv.v t 



1 ' 



*4AT£ 
^S'^MAtt _ 
W » .". MATE 



[ L OAN PhJtNC 'S>Al £* ANCl L Lt D ON LOANS MADE JULT ». 197? 



to 

t2* 



1\- «*Tt 
A? W * T t 



A. K*Nsi %t Nv»L t 
T£ A, MtHu vfc »»v t 

Ma i T any st k\, u t 

LSAN HV'N. ^Ai „ANiti.LfD DEATH 
LOAN Ptf-N '»A„ v ANv I L*.E D D'SA^LlTY 
LOAN f«iNv ^A. . AN. t LLtD • BANKRUPTCY 



— . — ^_ . „ | * * * * ' * » i"u 

w * * * * 1 1 is 



t * 

14 

Ji 

19 



\9 t 



LOAN PR'Nt PAi Al'n-STMtNTS OTHER 

»e PAYMENTS * w iNT CAPTH. TO F E D£ RAL CO VE RNMf N T 
«NS^ |TyT iON*L vA^'TA^ L ON T R 1 B J T J 0\ S 

repayments of f und c. p- r al to inSTlT u f;0N 

IN T t RJ ST >NCOME ON LOAN •> 
OTnCR •NvO«-if 

«?f MBuQ^t Mi NTS TO f m£ FjnD OF AMOUNTS CANCELLED 
ON lOANiUAOE JULY 1 \*?2 AnH AF T£ 



19 2 



19 ) 



COSTS OF l T'f.AT'ON ADMiN^TRATfVE EXPANSES. AND 



Al)MlN.'.T«AT:wt t X PC N 5»IL s 
OThE« COLLtf T l ON ;OSU 



COST OF LOAN PRINCIPAL AnD .NTFRFST CANCFLLED FOR 
| T I aChinC. SF Rv-ce On LOANS made PftiQR TO JULY I. 



cOST OF L0*N PRINCIPAL A.N0 inUR£ST CANCELLED F OR 
M'L'TARY SI R v CE ON uOANS MADE PRIOR TO JULY !. 1972 

{COST OF L 0 AN PRiNCPAL AND INTEREST CANCELLED FOR 
TEAvM NO SfevCt ON ! OANS MADE JULY 1 . W??. AND A F T L R 



?3 



24 

?5 



COST OF lOan pr-nC'Pal anD INTEREST CANCELLED FOR 
M«LtT ARy SERVICE ON t.OANS MADE JULY 1, 1972. AND AFTEtf 



CAUSE OF DEATH 



CAUSE OF DISABILITY 
f 1 



anT 


INTEREST 


CANCEV 


LED 


AND 


iNTl^e ST 


C ANT F ' 


I iV> 


AND 


IN I E RE ST 


CANC i L 


I'D 



0* BANKRUPTCY 



AIlF» 



2Aut<J 



-My fa 

-M0#O 



.MU6 J 
JAM - 1 

;a<>* * 

JAugif 
M090 



JAiUU 



J A I 2U 



2AI Hi 
2 Al4i» 
1A f \V 
•M/All 
2AI7Q 



24 /#0 



^a;pci 



2At9J 



}A3tO 



2 A 220 



2A;}Q 



2A240 



NO. OF PORROWCK& 



1 P H SSSS ' SVVVV 



\> , S> V »» V »»»% >».' i 



OC*(T ialanccs 
s 



1 



r 



CUDlT fALANCIS 

4 



t.U T 1.1,1 11 ti t.M U Ai t I »l 1 



0 T NeR COSTS OR LOSSES ■Sp.c.ivi 



74?70 



2t 



TOTAL DEBITS AND CREDITS f mm of imn I f^oug/i J^ 



2 AltO 



OE FORM 1152-2. 



HEPtACtSOfi FOKM ^S3U2. S/75. 
*hi;h i% OBSOLETE 



COPY i - OE FILE COPY 



42 



fait ik • national direct student 

LOAN PROGRAM (contimmdi 


PL«ASe tf A& INSTRUCTIONS BEFORE 

completing this form. 


OMI NO. *l-KOf*J 


SER t A L NUMBER (DSfAJ 


NAME OF INSTITUTION 


ADDRESS ftocfe* X/F c#*#J 


CwTlTV NUMBER fCVi 



SECTION » • FISCAL INFORMATION (ANNUAL) FOR THI FERtOD JULY 1. 1975 THROUGH JUNE W. 1976 



* t F fcPCftAL CAPITAL CONTRIBUTION AUTHORIZED 


ADP 

USB 

2 BO to 


% 


J. FEDERAL CAPITAL CONTRIBUTION D t POSITED OR REQUESTID BY JUNE 30. 1976 

\ 




% 


^ PERCENT OF AUTHORIZED FEDERAL CAPITAL CONTRIBUTION DEPOSITED OR REQUESTED BY 
\JUNE JO. t97ffV'f«» 2 *t«irf»<# »k tinm I ttm— 10O} 


2*Q)0 


% 


4. aW/NT OF AUTHORIZED FEDERAL CAPITAL CONTRIBUTION NOT REQUESTED BY JUNE 50. 1976 
itm* l mm*** ttn+ i) 




1 


S. FUNDS ADVANCED TO STUDENTS IN FISCAL YEAR 197* 


2 BO SO 


s 


6 ADMINISTRATIVE EXPENSE ALLOWANCE FOR FISCAL YEAR 1976 (iMtrt/lr mmy n*» 3 fvnmnt ol 


2BMQ 


s 


11 11 ■- ■"■■v"' — — — — — — - - ■•■ — — > ' ■ — ■ — - — — - — — 

7. NUMBER OF FIRST-TIME BORROWERS IN FISCAL YEAR 1976 


2BQTQ 


f 



I. REMARKS 



OE FORM IISJ.J. »/7» mplacksoc roNM i/il. CORY. 1 — OE FILE CORY 

WHICH II oasoiCTc 



43 



FOKM APPROVED OMR NO. tt-MNI 



PART II - NATIONAL DIRECT STUDENT LOAN -PROGRAM (ca*tmu*d) 


PLEASf READ INSTRUCTIONS »£FOtE 
COMPLETING TH*S FORM. 


SfcftlAL NUMRC* (DSFA> 


NAME Of INSTITUTION 


AEDRESS tmetmtm HP t*J*) 


CMTITV *UM#£* fAA; 
1- 



SECTION C . CUMULATIVE REPAYMENT INFORMATION AS OF JUNE 30. 1974 



STATUS OF BORROWERS AS OF JUNE JO 

1 


— 

AOP 
VSM 


NUMBER OF 
BORROWERS 


■- — 
AMOUNT LENT 


PRINCIPAL 
AMOUNT REPAID 
OR CANCELLED 


PRINCIPAL 
AMOUNT 
OUTSTANDING 


PRINCIPAL 

AMOUNT 
PAST DUE 


PRINCIPAL 
AMOUNT IN 

STATUS 






• 


W 


c 




« 


* 


t. TOTAL NUUIfK Or •D«»OiC«{$ AMD AMOUNT 
AOyANCID 
















2. •OKKtO*fcR& WNOlt lOAN* AMI f- U L L Y «ITiH|(J 








'X't'X'X'X^X'XvXjX*!*! 




X*X*X*Xx3xXXvX*X 




t. torAt toft#to«ew* not in hkpavmcnt jtatuS 

■ turn t^t fff»«* > J ffttuwfft * #' 
















• » ♦VPtNl" »TAfu% At »OU«» M»T ▼ Jt O* 


ti'ost 


u. — , ■ , 









'•"i§l*i*ivA*x**% 




* £ IT OOF N * *T*fu> *t tKOTHtt M$t T U T ON 














^^^^ 


I I it It A C t « Ol* 


JCOJ.I 












ix*:»x%»x|ry>r%%^ 


> • Pfr P t WMfr V T 






>XvX , X\*>. , . i ' i . 1 .*. 1 . 1 . 1 . 1 . 1 . 1 




1 1 . — 






A #0«*OW£»S ON SCHtOUL t IN Nt^AVNJCNT STATUS 












>^^•^^x•^Iv^^^^X:^x^^ 

VAV.V.VtVtV. V.*. 

•X»X*X%' ••.*•••• * 




1 lONMOWf AS #MO*fc Alc.'UNTSaNC ^UN«fcNTLV l*A$T 
C U t - • V 1. £ Nt* T M OK TiMt ThAT accou* t is past Due 




X'XvXvXvX'.XvXv* 1 
X'X'X'X'X'X'I'.vXxX*, 








i:ivi:iixS?Xx^^^ 




% % i;o n a . * or l t- Vv 






















^^*^S^x^ 

X»t^;X;txI%;X;**X;*y,v; 








'X # X«X # X"X»XvX%%*Xv 


1 % M(JNt t m A \j i rl tR of • O i • t * »V 








?^^?S?ffi?xS 








* 4 M0*f Tm A* ? * f v«P t J » vfctfiK 








S-:-:v:% : *'x':'A : xx 








% % MO N t fM*N 1 • t **\ . .P f vl 4 ttAWV 














;v: : : : :i":v>:*x : ^ 


* 4 W\>K| TMAV i t( *MS .» TO * rfc Aft* 


ii OH 




»• X'X'XvX'X'XvXvX" 

x*x*!*.vivXx*x*XvXv 


^••*X'X*txtx'^;^%*X;X 








A * MO«fc TMA».»»f>4M* 


JL CM? 
















2C0*$ 










** 




* * total -At lor.vn past m f 

< mum at ttnmm 1 i and % 1 


| /t 0«4 















OE FORM 1152-2. ». '» 



which it oasott u 



COPY 1 — OE FILE COPY 



1>V 



9 

ERIC 




PART II - NATIONAL DIRECT STUDENT 
LOAN PROCRAMm •'sniffe.-i/i 



N4Mf OF »NV 



please *«aj .N&fftbcrcu* se.^.it 



SECTION D • COLLECTION ACTIVITIES AS OF /UN£ 10. W6 



I iNOiv ATE *ME Th| ft OR NOT rQ'Jtf NSt i f !f ? » JN CURRENM Y fOLLD*S fME 
COLLECTION PROCEDURES IN APPEND'* U OF THE NDSL MANUAL 

^ iNDlC4Tt *HEThER 0» NOT YOUR INSTITUTION UUS TH* SERVICES OF A BHL.NG-. 
AGENCY IP "'Y ES. ENTER THE NAJUt AND ADDRESS OF THE AGENCY IN THE REMARKS 
SECTION BE LOW 

J INDICATE WHETHER OR NOT rOuR INSTITUTION USES THE SERVICES OP A COLLECTION 
AGENCY IF YES ENTER THE NAMg AND ADDRESS OF THE AGENCY IN THE REMARKS 
SECTION BEtO*. AND DESCRIBE THE RATE STRUCTURE FQR COMMISSIONS USED BY 
THE AGENCY 



tDVlQ 



3MH NO. J I- 



□ us 

n vts 



□*° 

□no 

□ N0 < 



If rev »**tw«f#rf "YES" f* Un« ) aWvi, ctmplttt t»n*» 4 tfce«ugk 10 b*(ow. If y»w oanwwi "NO" to tin* 3 ottoyk, ctmpUt* tto«i 7 
thraugh 10. 



' •*•*•*•*•*•*•" 






* •* • * .*"*•*••• *I *T ,ir " • *T* T * *** 
s » • • • • • •'•^ » . 

• a * a a * a ,% 

* • * • •••••• •••••••••••••••< 

»••••••••»• a " a »"•"•"•"•", 

* • ■ ■ • • ♦ • • ■■■•••••••• a »» a »» 

• * * *•*•••••••••••••••*••• 


iff mnrorn 

»••*•*•*••*•*•*•*•*•*•*• 
• •'•'•'•'•* a , « , » 

•*•*•"•"•"•*•"•*»"•"•"•**" 






VSk 


NUMBER OF 
BORROWERS 

9 


AMOUNL 
b 


< Df UNQuENT ACCOUNT CURRENTLY ASSIGNED TO THE AGENCY iNDfCATED IN LINE 3 
A&0* t 






$ 


S AMOUNT COLLECT* D DuR'NG P«SC*L YE AR 1*76 ONLY BY THE AGENCY INDICATED 
>N UNE ) ABOvt * 


iPoio 






& AMOUNT PAID TO T H f ,OuE ^ T'ON AGENCY AS ITS FEE FOR THE AMOUNTS INDICATED 
in i in E S ABOv F 




• • • • 

» • » 'b* • ' a * • • 
• •••• t • 


-y 

i — ^ 


> Dfc LiNOuENT AdOuNti k w RRk N U v «n Lf. Gal P*OC£ t DingS 


JDO?Q 




s 


$ BO««0*F«S *iTM #HOM yOl" HAvl LOST CONTACT 


JDV40 




s 


* PRlNt PAl AMOUNT v iV„Ll :Tt D DURING MSC &L YE AR 1V7& 








tO PRINC |P * 1 AMOt-NT L'wf ANL' C l« LE( TIHLE AS OF JUNE 30 1*?6 umulifr.-*) 




pi « • « » ii ii , i a : : 

.v.y.v.v.v.v.v, 
;•!•,•'•;•;•"•;••%•"•"•'•*•"• 


s 



II RE MA R k S 



OE FOUM 1152.2, 



COPY I — OE FILE COPY 



45 



0<j 



PART Ml • SUPPLEMENTAL EDUCA- 
TIONAL OPPORTUNITY GRANTS 
PROGRAM 



PLlASE READ INSTRUCTIONS REfQRE 
COMPLETING TMIi POR^f. 



ADC RE SS ■ J//» . 



AMOUNT 1PENT IN THE SUPPLEMENTAL EDUCATIONAL OP* 
PORTtfNITV GRANTS PROGRAM DURING FISCAL TEAR 1974 



t CR^'NAL SfOC AuTmO«iZAT»ON 



2 AL,.?US T MffcT TO ORiU>'NAl 
AuTNQRi JAT»0N 



V Nfc^E A*C OF FUNDS 



4 AMOUNT TRAN>M RREP F ROM C*S AND SPENT 'N SE OG 

5 AmOUN* iPfNT A*AW^-> T £ ^LjDEnTS 
... ] 

ft AL>MlN.S* t*A ? ' *PEN->t AllO*ANCE not m #«. ••«« 

Sfc 00 AMOUNT TRANSFERRED r 0 AN? SPENT IN'C*S " * 

I ri*r«r txrt \ntrt ki \ intuit \fog aithoriz Arias 

9 UNE tPtNOED SEOO AUTHOR'ZA TfON f»n# -I minum h** 9t 

To^Pe«c£NT of fTnal' adjusted" auth^rS 

WAScuPfNDFO DUR'NG P>SC*L TEAR I rtittnm $ &tvta*U 



mivi m i . : - m sn 1 .■.■v -, . , r 
••••••• .VtV.v.v.v.v.v.v.v 

• ••• ■•«•«••••■ 

-» • •••••••••••• 

•*•« ■ • ■ "j'^* • • *.•.*.*.'.*." 

*ff» * »*»*»*< ■■•*•• 



INITIAL V£ AR 



UMH NO M-NOMJ 



SENlAL NUMBER (pSh'Ai 



6 NT | T v NUMVE.M <t.V) 
1- 



CONTINUING YEAR 



TOT *L fWua 



.,j-i..l t. g.T.,t a i, i i 



AMOUNT 



II. «NTER6S* EARNED Br SEOO FUNDS DURING FISCAL TEAR 19'?* 



JAHO 



12. nJm&E* OF tNlTiAL YEAR RECIPIENTS DURING FISCAL YEAR 1976 



3 AIM 



1 ) NUMBE R 0> COnTnu'NG y I AR RECIPIENTS DURING FISCAL YEAR 1976 



SA9J0 



U. t»L)G»fti E matching 

PjNDS PROviCET T 0 JEOG 

re :>p»ents n f-scal 

re AR 19*6 



a »~$tC EDUCATIONAL OPPORTUNITY GRANTS PROGRAM 



t> NATIONAL DIRECT STUDENT LOAN PROGRAM 



c COLLEGE *0RK*STUDY PROGRAM 



3 At 40 



d INSTITUTIONAL A ID (mil t ypmm) 



TOTAL (mutt l*m «gu«f to at #e*mtmt tb** ttn+ *, t r>; w «wr • mtmv*. in- 



1^ REMARKS 



OE ^ORM 11S2-3, fc/'A REPLACES OE f 0«M ttSi.|, S/T», 

•men rs obsolete COPY I — OE FILE COPY 



o i 

46 



PART IV COLLEGE WORK STUDY PROGRAM 


PLEASE READ INSTRUCTIONS RCFORC 
COMPLETING THIS FORM. 


FORM AFF*OV£0 
OMft NO. ftl**Q44* 

SERIAL NUMIEA IDSFA) 


nam* 0* MS * T ~ " On 


ADDRESS .»mfw^ tlf> 


E NTiT > 

1- 


f NUMI 




AMOUNT SFiNT IN THE COLLtGE WORK-STUDY PROCRAM DURING FISCAL YEAR 1??* 


A OP 
USE 




' Off wfcAv s • > AuTnOB-JaT'.ON 


4A0W 




. a: ;c s?*tN T «c Off'^ • 

A t. A v ThOB-ZaT'ON 


J 1 SuPPlLWCnTI. award 


4AV2t 


I 


, , , 

2 3 »CL£ A$£ 0* 


*UNDS 


4 AH 2 2 


»••*•••••••••««•»•••• 

• •••*»•»•«•• 

••*«»»• * • *«•••••*••• 

»••**••«**••••••• •••• 

•^•.•^•^•^•^•^ _ 




4A03Q 


s 


« A%»^o»* r ****** i RRt :* * r^a* 'jC and spent in c*s 


4AU40 


1 


\ X 2 T A. t ARNt r .JOmPENSAT'ON 


4A0*U 


s 








4AQ*0 








4AQ7P 


s 


* a ! i p tN^ 'set 




4Ao*0 


s 


* ^**>A*fw W *- TRaNS* IRRE£ 'Q AND SPENT tN SEOG . 


$AQ9Q 


$ 


tC r-'Ml fitniNAL t XPkSDlTt HE* FKO* CW± AUTHORIZATION 


4 A SCO 


s 


M ^NE *P£NC'£r C*S AjtMOft^ AT On f/i*c fmtnuiltne Kh 


4AII0 


% 


^{},£\T ^ F.NAc ADJUSTED A u T HOR I Z A T 1 ON WHICH WAS EXPENDED DURING FISCAL YEAR 1976 


4AU0 




! \ N • * "t W £ AfeNf 


4 At *V 


S 


ti s , ^ ST L ri-NtS f mPl JyeP *jnDE« THE CwSP *0R THE FIRST TIME DURING FISCAL YEAR 1976 


4At4V 


c 


ft E POK T OF ON-CAMPUS AND QFF-CAMPUS EMPLOYMENT DURING FISCAL 
VtAft t*7A / i^m^^/ui,* »o. #F^j 


ADP 

USE 


NUMBER OF STUDENT . 
a 


FEDERAL SHARE 
b 


»* Ow-v. aaiPuS 1 aPt OV*if • * 


4AtS0 


* 


S 


*ft ,'amP;.S E* p LCt*L 


4 A HQ 




$ 



OE FORM 1 ISM. a 



R(P(.ACH OE *ONM 1 1SJM. 
• nil H IS OBSOLETE 



COPY 1 — OE FILE COPY 



47 



Source of Information for Fisctl Operation* Report (OE 1152), Part IV, CWS. 



The CWS columns on the Student Mastercard are subsidiary accounts to accounts #7,1 and #7,2, depending 
upon whether the student is working on or off campus. (Note: An individual earnings record card similar to the one 
shown as the back of the Mastercard will be needed to record the detail payroll information Once per quarter the 
earnings should be summarized on each individual earnings record card and transferred to the front of the Student 
Mastercard, ) 

The total ot the current year awards tor all of the students under the CWS program should not exceed the 
total of grant authorisation as shown in the DFAFS ledger plus the amount of institutional matching, except in 
those situations where past history would indicate that the students will not work a sufficient amount to earn the 
total award The current year award amount should in actuality be a control over the amount of gross earnings for 
the student. It his rate of earnings is such that the year award will be exceeded during the time that t^e is expected to 
work, udiustments in his work schedule would He needed. 

These cards should be separated between those on campus and off, and the total earnings for the quarter for 
each group determined This tot il should be compared to the amount in the CWS ledger controls #7.1 and #7.2. 

Assuming that this card has been completed and balanced to the CWS ledger control accounts for the year, the 
following bases could be used to complete P3rt IV, CWS information. 

Line I Amount is shown on original award letter for the period. 

Line 2 Subsidiary to DFAFS account #2 would show this amount added to unexpended CWS 

authorization, 

I me 3 Must be equal to line 1 plus line 2,1 

Line 4 Subsidiary to DFAFS account #2 would show this amount added to unexpended CWS 

authorization account. See illustrated entry SS ipage 33) for basis for this information. 

Line 5 This us the sum of accounts #7.1 and #7.2 in the CWS ledger. Equals Part I, Section A, Line 

oh. 

Line (» This is the sum ot accounts #6.1 % #6.2, and #6.3 in the CWS ledger. 

Line ^ Subtract line 6 from line 5. Should not exceed S07c of line 5 

I me S Account #8 in the CWS ledger. 

Line 4 * SubMiiiary to DFAFS account #2 would show this amount added to unexpended SEOG 

authorization account (*nd deducted from CWS authorization account). See illustrated entry 
SS (page 33) for the basis tor this information. 

Line 10 Sum of lines 7 + 8 + VJess line 4. 

line 11 line 3 Jess line 10 Balance of CWS subsidiary to DFAFS account #2. 

tine \2 Self explanatory. 

L me 1 5 Very seldom will information he recorded here. See instructions for Part IV of the Fiscal 

t x pc;a'»ions Report for necessary details. 

I me 14 This number can be obtained by sorting out the students who are in the CWS program this 

\ear. This group would then be sorted :o remove all students who had previously 
participated in CWS. (The prior year information would indicate this.) A count of the 
remaining cards wdl give tjhe number of students participating in the program for the first 
time this year. 
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Lines 15 & \t> Pjm a is a student ^ount I he students participating in CWS should be sorted between on 

and oil k jinpus and the number in ca<>h group counted. Pan h can be obtained bv adding the 
gross pay fur oil campus students and multiplying that by the percentage paid from Federal 
funds uvpkaily HU'B ) This gives the amount for l6h Subtracting this amount from line 7 
gives the amount tor ! 5b. 

Source of Information for Fiscal Operation} Report (OE 1152) Part III, SEOG. 

I he SFOG section ot the Student Mastercard, it posted up to date on a current basis and balanced against the 
appropriate accounts in. the SEOG ledger control, will provide the basis for the completion of Fiscal Operations 
Report tor the SI- (Hi program \s soon as grants have been made to the students for the academic year, the current 
year award type and amounts should be entered on the Student Mastercard, These then should be sorted by type of 
award, added together and compared to the amount of grant authorization as shown in the DFAFS ledger. Any 
differences between the amount of awards and the balances in these accounts should be reconciled and noted, 
During the year as advances are made to the students, the date, type, and amount of advance should be entered on 
the Student Mastercard. The amount of advances on grants should be totaled by type of grant and reconciled to 
accounts #5 and ~(v 

It should be noted that the NDSL. CWS SEOG, and other aid columns on the Student Mastercard pro\ide the 
basis for proof of adequate matching. 

At the end ot the yeai atter the amount of advances on grants has been totaled and reconciled to accounts #5 
and the Mastercard b ecomes the basis for completion of OE Form 1 152, Part HI, as follows. 

m 

I me I Amount is shown on original award letter for the period, 

I me 2 Subsidiary to DFAFS account #2 would show the amount added to the unexpended SKOG 

authorization. 

Line < Amount is shown on most recent award letter for the period. The sum of lines #1 , #2. 1 and 

L ine 4 ahsidiary to DFAFS account #2 would show the amount added to unexpended SEOG 

authorization account. See illustrated entry SS (page 33) for basis for this information. 

Line 5 l~bis is the sum of accounts #5 and #6 in the SFOG ledger. Will agree with Part I, Section A. 

line 7 f 

Line f> Account #7 in SFQG ledger. 

I me n Subsidiary to DF AFS account #2 would show this amount added to unexpended CWS 

authorization account (and deducted from SFOG authorization account). See illustrated 
entr\ SS (page 33) for basis for this information. 

I me s Sum of lines 5 + b + 7. less line 4. 

1 me l > 1 ine \. less hue 8. Balance of SFOG subsidiary to DFAFS account #2. 

line 10 Self explanatory. 

i me 1 i Any interest earned on SFOG funds will be entered here. Under the present cash 

management system, the institution will be unlikely to have an entry on this lin\ as there 
will prohahly be no idle funds available to earn interest. 

Lines I 2 At 13 Count the Student Mastercards for all current recipients of SEOG funds. Will agree with Part 

1, Section A. Line be. 

Line 14. a-f Can be completed from an analysis of Student Mastercard BEOG, NDSL, CWS and other aid 

columns. 
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Source of Information for Fiscal Operations Report {OE 1152), Part II, NDSL. 



I he i wo pha^s ot the NDSL program, namelv \ the m*sehool period while the student is receiving advances on 
luuiis and the outotschool phase white a student is m the process of repaying or working off the loan, are very 
substantially ditterent For fins reason it is recommended that the general ledger control accounts for funds 
advanced to students he divided into two accounts i I ) funds advanced to students in school. (2) funds advanced to 
sfudents out-ot-se hool. I he Student Mastercard then becomes the subsidiary ledger for the funds advanced to 
students m-school. and a second set ot cards would he set up and become subsidiary to the funds advanced to 
students out -ot -school. At the end of each school year each student who had left school, for whatever reason, would 
he identified and the total ot all the NDSL loans advanced to that student during his stay at the institution would be 
added together and the amount transferred from NDSL account #4a to NDSL account #4b, and a subsidiary ledger 
card established tor each student At the end of each quarter, preferably once a month, the in~school Student 
Mastercards would be anaiwed and the total of the prior year loan amounts plus advances on current year loans 
would be added together and the total reconciled to account #4a, Funds Advanced to Students-ln School. Similarly, 
the balance due from students m the file for out-of-school students would be added together and reconciled in the 
total shown in account *?4k reduced by the* amounts in account #5 to #1 1. 

Alter these two sets ot cards have been proved to the general ledger control at the end of the fiscal year, these 
two sets of cards plus the general ledger control accounts will provide the basis for the completion of OE Form 
11^2. Part II. as follows, for Section A 

I me I From SDSL ledger control account 1. 

I me 2 From NDSL ledger account 2. 

l ine * From NDSL Icu^cr account 3. 

Lme 4 brom the sum of NDSL ledger controi accounts 4a and 4b. The number of borrowers will be 

obtained by ;i count of the in-sehool Mastercards on which NDSL advances are recorded, 
i^his j count ot the out-of-school ledger cards. 

I me 5 Fr.'.n NDSL. ledger control account 5. The number of borrowers will be obtained by a count 

ot the number of out-obschool cards on which collection entries have been made. 

I me c> From NDSL ledger accounts 6.1 plus 6.2 plus ft. 3. 

I me h l From NDSL ledger account 6.1. 

I I m* o : front NDSL lodger account 6.2. The number of borrowers for lines 6-1 1 will be obtained 

from a count made from the cancellation journal. 

I me t\ * -m NDSL ledger account 6.3. 

Line From NDSL ledger accounts 7.1 plus 7? plus 7.3 plus 7.4. 

I me ^ I From NDSl ledger account 7.1. 

line " 2 Fr >m NDSL ledger account 7.2. 

I me " 3 f rom NDSl. ledger account 7.3. 

I me r 4 l-rom NDSL ledger account 7.4. 

I me S l-rom NDSL ledger account 8. 

Line ! :-*m NDSL ledger account 

I me 10 From NDSL ledger account 10. 

r: 

Line 1 1 From NDSL ledger account II. U $ 



SO 



Line I 2 From NDSL ledger account 12. 

Line 13 - From NDSL ledger account 13. 

Line 14 1 rom NDSL ledger account 14. 

Line I 5 From NDSL ledger account 1 5. 

Unc lt» From NDSL ledger account 16. 

Line 1 7 From NDSL ledger account 1 7. 
Line !H . From NDSL ledger account 18. 

~ine 1^ From NDSL ledger accounts 19.1 plus 19.2 plus 19.3. 

Line DJ t From NDSL ledger account 19.1. 

Line 19 2 From NDSL ledger account 19.2. 

Line l l >.3 From NDSL ledger account 19.3. 

Line 20 From NDSL ledger account 20. 

Line 21 From NDSL ledger account 21. 

Line 22 From NDSL ledger accour 22. 

Line 23 From NDSL ledger account 23. 

Line 24 From NDSL ledger account 24. 

Line 2^ From NDSL ledger account 25. 

Line 2f> From NDSL ledger account 26. 

Line 2"* From NDSL ledger account 27. 
Section B 

I ine I Amount shown on current NDSL allocation letter. 

I me 2 A computed amount, equal to cash received from the Federal government during the year 

tor the NDSL fund, plus the amount requested from DFAFS as of June 30, although not 

received as of June 30. 

t me 3 Self explanatory. 

1 me 4 Line l % less line 2. Should equal final balance in subsidiary account to DFAFS account #2 

tor current NDSL program authorization. 

I mo > fan be determined by sorting out all Student Mastercards for NDSL participants. Total the 

current year advances for all such recipients, and enter on line 5. Will agree with Part I t 
Section A. Line 6d. <Keep these Mastercards out for later use) 

Line b NDSL account #19 2. Current balance, less balance at 6/30 last year, should equal amount 

paid to institution during current year. 

Line 7 Count first time borrowers shown on Student Mastercard obtained for use on line 5. 



Section (' 

Lint- la Memorandum records will be needed to keep track of total number of borrowers since 

inception ot program. 

Line lb Balance in NPSL accounts #4a + #4h. 

Line U Sum ot balances in Nt>SL accounts #S through #1 1, the "Asset Reduction" accounts. 

Ime Id I me lb less I ine U\ 

Lines le& It The Ou school Ledger will provide the amount needed here. Add only the past due 

amounts on the cards for Lne le, and only the deferred status amounts on the cards for line 
It 

Line 2 The " paid" tile will provide both number of borrowers and amount origjnaUy lent. 

Line VI The Student Mastercard for NDSL participants will provide information needed here. 

Lanes 3.4 The Out'of-SchooJ Ledger will have the information needed tor these three lines. 

I me 4 The Out-ot-School Ledger will have the information needed here. 

Lines >. I > K > Assuming the Out»of-School Ledger is designed as recommended, these data can be obtained 

from a card-count in the appropriate categories, and from the total of principal amount 
outstanding and principal amount past due. 

Section l> 

Lines 1*3 Sclt-explarutory 

Line^ 4-10 Can be obtained by analysis of the cards in the past due file. 



USING THE STUDENT MASTERCARD AND THE LEDGER ACCOUNTS 
FOR THE BEOG PROGRESS REPORT 

The BFCKi Progress Report is duplicated at I xhibit VIIL After the Student Mastercards have been posted and 
proved to the ledger control accounts they, along with the ledger control accounts, become the basis for completing 
Che required reports to the Office of Education. The procedure for completion of each section of the Progress 
Report is described below These references are to the 1977-78 report form. Appropriate modifications will need to 
be made for changes in the report requirements. 

The BKX; H> No. and the L IN No. should he copied directly from the BEOG Authorization Letter, to insure 
accurac> in the filing process. The filing date will he appropriately recorded-report to he filed by the 15th of the 
month following October 31. February 28, and June 30. Ad hoe reports may be filed at any time other than the 
regular filing dates, but should be used only if absolutely necessary to the proper functioning of the program at your 
institution. * 

Section I of the report is self explanatory. A key item to watch is line 10, where the institution indicates if 
there have been no BIQG recipients year-to-date and none are expected for the remainder of the year. 

Section 11 of the report is also self explanatory and can be completed from memorandum records filed within 
the institution It is essential that all actual and omated information be provided for this section, which should he 
completed only on the first Progress Report su l ted each academic year. 
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Exhibit VIII 
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4 Section III of the report can be completed, using data from the accounts and from the Student Mastercards, as 
follows: 

Line 19A BECK* account #3. Sum of the debit entries, on a cumulative basis since the beginning of the 

current fiscal year. 

line 19B BEOG portion of Student Mastercard. Sort out the cards of those students participating 

currently in the BEOG program „ and count those cards. This will represent the unduplicated 
count needed. 

Line 2QA BE OG account #3. Sum of the credit entries on a cumulative basis since the beginning of the 

currenf fiscal year. 

Line 20B The recipients who have refunded money to the BEOG accounts should have the amount 

refunded indicated on the back of their Mastercard. A count of these cards will give the 
recipient count needed. 

Line : i A Line 1 9 less line 20. This should be tin ;urrent balance in BEOG account #3. 

Une 22A On the Student Mastercards, the total amount of BEOGs awarded to the students, less the 

imount paid to date, represents the amount needed for present recipients. 

Line 23A This is an estimate based on expected new BEOG recipients for the remainder of the 

academic year. 

Line 23B An estimate of tfce number of students represented by the estimated dollar amount on Line 

23A 

Line 24 A Lines 2 1 A..+ 22 A + 23 A. ' 

Line 24B Lines 19B + 23B. 

Line 25A This is the BEOG authorized amount from -the most recent Authorization Letter. 

Line 26A Line 24A less line 25A. Be sure to indicate whether the difference is positive (+) or negative 

(-) by circling the appropriate sign. 

Line 27 *The Student Mastercard will show, in the current year information section, the number of 

Student Eligibility Reports previously submitted to Oh. 

Line 28 A count of the new Student Eligibility Reports will provide the data .needed here. Be sure, 

after this count is made, that the information is recorded also on the proper Student 
Mastercard. 

Line 29 Lines 27 + 28. 



RECIPIENT REPORT OF EXPENDITURES (ROE) 
(to DFAFS, not OE) 

Under all of the Federally funded student financial aid programs, funds are disbursed through the DHEW 
Federal Assistance Financing System (DFAFS). Many of the institutions have other DFAFS-disbursed grants which 
are included in their dealings with DFAFS; this material deals primarily with CWS, SFOG, BEOG. and NDSL, but 
many of the principles are applicable to other DFAFS-disbursed programs. 

The Recipient Report of Expenditures and the Cash Reconciha :on Statement, Exhibits IX and X, are the 
reports required by DFAFS to assist it in its work with the institutions. I hese are strictly cash flow reports that may 
be issued quarterly or monthly, depending upon the dollar amount of DFAFS-funded activity in the particular 
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institution. Those colleges and universities that have the largest amount of DFAFS-fundcd dollar activity issue 
monthly reports, the others, quarterly. 

An ttem-hy-item consideration of t xhibit X reveals tin. following 

PIS - Payment identification number, assigned hy DFAFS. 

Payee CRS * - This is the number used to identify the institution within the DHl-W Central Registry System. 

f 

Institution Control Xumber - This is a number assigned by the institution for the purpose of associating its 
subsidiary ledger for "Unexpended Program Authorization" for specific awards with the line items on the report. 
The accounts in the subsidiary ledger should be assigned a control number when the account is established in the 
ledger. The first time the particular award appears on the Recipient Report form this column will show a series of 
zeros. Hie institution should write in the institutionally assigned number. DFAFS will then pre-print the assigned 
number on ail subsequent reports on which that particular award is active. 
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Exhibit IX 

RECIPIENT REPORT OF EXPENDITURES 
As of December 31, 1976 



FISCAL OFFK'FR 
COLLPC.I OF LI ARNING 
ADMINISTRATION BUILDING 
COLLFGl TOWN. USA 38334 



PIN PA Y IT CRS # 
1234 1-234567890-A2 



PART I OPI.N AWARDS 




INSTITUTION 
CONTROL NO. 



CRS 
NUMBt R 



00001 234 $t>"H l-2345b?KMO-A2 
00001 23450 



DFAFS DOC UMFNT 
NUMBFR 

01-0000222222-Y 1 
08-0003000395 

TOTALS 



AUTHORIZED 
AMOUNT 

$10,000.00 
42,009.00 

552.00" 00 



FXPI NDI D 
AMOUNT 

, _ , _ L >.000.00 
. . 40.1 12 15 

. 49.112.15 



I ROE 



PART II AWARDS WITH FINAL FXPI NDITURI S 



INSTITUTION 
CON I KOI NO 



CRS 
NUMBFR 



0000 1 2 34 5b 84 1-234 s<> 7890- A 2 
00001 2345(WK 



DFAFS DOC UMFNT 
NUMBFR 

08-0000063180 
08-0000077483 



AUTHORI/I D 
AMOUNT 

Sh4.000.00 
10.000.00 



1 XPLNDFD 
AMOl '- r 

Sb3.604.00 
10.000.00 



PROF 
R A 



TOTALS S 74 .000.00 S 73. 604. 00 

•FIN At ROl HAS HI I N Rl PORTIl) BY Till Rl C'IPII NT AND Till ACFNCY MAS Rl FORTH) I XPI NDI IUR! S TO 1)1 A! S. 



1 'V' indieate* a multi-program award. 

Total cumulative expenditure* should he shown in "Ixpended Amount" Column. I'urt I. At the bottom of the Report, the 
"Authorized Amount" jrtd the "I xpended Amount" should he shown at the level specified on the award document. 
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M\4FS Document Number - This number is the award number appearing on the authorization letter received 
from ( WS. ShCU;, BKKJ, or NDSL. It will be preprinted by DFAFS on the Recipient Report of Fxpenditures. 

Amount Authorized - Because this report is a cash report, the dollar amount m this column does not 
necessarily represent the total ot the allocation or award U>r a particular grant, it represents the amount of cash that 
is available to the institution under that particular grant. 

SS ^ 



In the case ot "deoMigatioii" of unused fundi, DFAFS will be notified of the balance to be deobligated in 
each t»t the programs. When this notification has been processed the ^amount authorized 0 for that specific grant will 
be reduced by the amount ot the deobhgation. When this deohligation occurs, ihe institution should record the 
following umrnal entry and post it to the DFAFS ledger 

Cnevpended Program Authorization. t)FAt ; S (specific grant number) 
Accounts Receivable, DFAFS 

(amount should be amount of deobhgation* In addition, the appropriate deobligation entries should be 
made in the NDSL accounts, (see entry RR. p. 33) 

FxpenJeJ Amount - This is the column required to be completed by the institution each reporting period. The 
information for this item can be obtained from the debit amounts posted to the appropriate unexpended Program 
Authorisation subsidiary account in the DFAFS ledger. For example, grant 08-000300039$ subsidiary 12345679 
appears as follows on 1 2/3 1 76, the date of this report: 

1:345.679 



Unexpended Program Authorization - O8-QO03OO039S 

9/1S/76- $40,1 12.15 | 4/20/76 -S42.G09 

(posted individually as (posted when award/ 

cash was transferred to authorisation letter 

program cash account received from OE) 
for payments made to 
students) 



.V#iff There will he a separate line item of each grant made by OF through DFAFS, 

FROF - This column on the report, when an asterisk (*) i,s shown for an item, indicates that a final Report of 
Fxpenditures has K een received (the "R" designates the recipient report of expenditures, the "A" represents the 
agency report ot expenditures). In the case of the SI 0,000. because the "Authorized Amount" and the "Expended 
Amount** are the same dollar amounts, and because a final report has been received from both the recipient and the 
agency, this line item will probably drop off the report by 3/31/77, The report is split into Part I and Part II. Part I 
represents Open Awards and Part II C losed Awards. The in the FROF column for the first award listed has been 
recorded by the recipient, to indicate that all disbursements from this award have been made. This will cause the 
record for this aaard to drop from Part I to Part II on 3/? I /77 report. 



CASH RECONCILIATION STATEMENT 
The C ash Reconciliation Statement can be explained as follows: 

Cash Accountability - This amount is internally calculated at DE ALS based upon a complete historical record 
of all DFAFS funded grants at the particular institution. Essentially the calculation is: 

Total amounts authorized since start 

of DEALS funding at this institution $200,302,00 

Total amount authorized shown on this Report of Expenditures 1 26.009,00 

Amount of authorized cash dropped off ROl- because final 

report received $ 74,293,00 

Total of all cash advanced by DFAFS to institution $197,749.78 

Amount calculated above 7 4,2^3.00 

Cash Accountability $ 123,456./ 8 

0 i 
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Leis Cumulative E xpenditures - This amount is taken directly from the fina! column of the Recipient Report 
oi Expenditures 



Computed Cash Balance - This is the balance that should remain in the DFAFS cash account at the institution. 

Actual Cash Balance - This is the balance that does exist in the DFAFS cash account (#3) at the institution. 
The ••computed cash balance" and the "actual cash balance" will be the same if the institution's accounting records 
are proper and up-to-date. 

Exhibit X 

(SAMPLE REPORT AS COMPLETED BY RECIPIENT) 

DFAFS-27A CASH RECONCILIATION STATEMENT 

As of December 31, 1976 

FISCAL OFFICt R PIN PAYEE CRS # 

COLLFGE OF LI ARMNG 1234 1 -23456 7890-A2 

\DMINlSrRATlON BUILDING 
t OLLEGETOWN, USA 38334 

C ASH ACCOUNTABILITY SI 23.456.78 

LESS TOTAL EXPENDITURES - SI 22.716.1 5 

COMPUTED CASH BALANCE S ,740.63 

ACTUAL CASH BALANCE $ ,740.63 

UN 1)1 R PENALTY OF PERJURY, I DECLARE I HAVE EXAMINED THIS REPORT AND CERTIFY THAT THE 
FXPFNDITURIS AND ACTUAL CASH BALANCE FIGURES-SHOWN HEREON ARE CORRECT TO THE BEST 
OF MY KNOWLEDGE AND THAT THESE EXPENDITURES AGREE WITH REPORTS SUBMITTED TO THE 
APPROPRIATE HEW AWARDING OFFICE AND HAVE BEEN MADE FOR THE PURPOSES OF. AND IN 
ACCORDANCE WITH. APPLICABLE AWARD TERMS AND CONDITIONS. 

SIGNED John Doe, Treasurer . DATE January 15 t 1977 

NAME AND POSITION 

NAM! AND PHONl NUMBER OF PERSON IO BE CONTACTED REGARDING THIS REPORT 

N AMI John Doe 

(PLEASE PRINT OR TYPE) 

ARI A C ODE AND PHONE NUMBER (202)996-1212 



HI 1 URN ONI ( ! > COPY OF THIS REPORT TO: DHEW FEDERAL ASSISTANCE FINANCING BRANCH 

DASP/DASF/ASC 

53^ WESTBARD AVENUE - ROOM 426 
BETHESDA, MARYLAND 20014 

I he Recipient Report of Expenditures must be submitted to DFAFS on a timely basis. If the report is not 
submitted within 25 days after the date on the report, and after a 5-day grace period, a reminder notice will be sent 
by DFAFS If the report is not submitted within 35 days of the date on the report, DFAFS will discontinue all cash 
advances to the institution until the report is submitted. Because the discontinuance of cash advances could seriously 
hinder the school's financial aid program, it is recommended that the report be submitted as requested. 



As a check against the accounting in the DFAFS ledger, the total credit balances of the subsidiary Unexpended 
Program Authorization accounts should equal the credit balance of the control account #2, "Unexpended Program 



Authorisation." Also", the total of the debit balance of account #3, "Cash, DFAFS" plus the debit balance of 
account #1. "Accounts Receivable, DFAFS." should equal the credit balance of account #2. ''Unexpended Program 
Authorization/' 

PROCEDURAL MANUAL 

All institution* participating in Federally funded student financial aid programs are strongly encouraged to 
review their written procedures for conducting the business of requesting, receiving, controlling, disbursing, 
accounting for, and reporting upon the utilization of these funds. If no written procedures presently exist within the- 
institution, they should he established as quickly as possible. 

The updating or preparation of a procedural outline or manual should provide the institution with a brief 
description of standard operating procedures which will ensure proper, timely, and efficient execution of the duties 
of all institutional personnel associated with these programs. Such a manual will also prove valuable in the traiqing of 
new institutional personnel in/the operation and management of the programs. 

v 

Because each institution will have its own unique set of procedures and job descriptions for the personnel 
involved with the financial aid programs, no complete procedural manual is illustrated here. However, in the hope 
that at wdl hentut the institutions in the preparation or review of their own manual, the following rather detailed 
outline of a procedural manual is provided. 

T. 

Procedural Manual 
(an outline) 

Section I Student Financial Aid 

A Introduction 

1 The need for student financial aid 

2. A history of Federal government assistance to institutions of higher education 

3. A history of student financial aid at this institution 

B The Philosophy of Student Financial Aid at the Institution* 
!. Purpose of financial aid 
2. Types of students served 

3 General qualifications of students seeking financial assistance 

4 General description of division of responsibilities and authority 

( Types of Aid Available r 
I. Federal 

a. College Work-Study Program 
!. Purpose 

2. Eligibility 

3. Determination of need after application 
4 Job classifications 

5. Student agreement and affidavit of educational purpose 

o Supervision 

"V Maximum hours 

8. Payment procedures 

b. Basic E ducational Opportunity Grants 
I. Purpose 

Eligibility 

3. Determination of need 

4. Student affidavit of educational purpose 

5. Amount of grant 

6 Disbursement procedures 

/ 

•f ollowing thU outline it Fxhibit XI which show* a Statement of Good Practices adopted by the National Asiociation of 
Financial Aid Administrators. This Statement can provide useful 'guidelines for the establishment of the philosophy of aid at an 
institution. 
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^ Supplemental E ducational Opportunity Grants 
t Purpose 
2. Fligjhility 

Determination of need after application 

4 Amount ot grant 

5 Disbursement procedures 

d National Direct Student Loans 

1 Purpose 

: I liability 

3 Determination of aeed after application 

4 Amount ot loan 

5 Disbursement procedures 

6 l-Ait interview procedures 

2. State 

a Purpose 
b Identification 
c I liability 
d Amount 

e Disbursement procedures 

J. Institutional 

a Institutional Scholarships 

1 . Purpose 

2. identification 
S Nigibihty 

4. Amount of award 
5 Disbursement procedures 

b Institutional Loans 
! Purpose 

2 identification 

3 Eligibility 
' 4. Amount of loan 

5. Disbursement procedures 

4 Other 
t a Title (#1) 

1 Purpose 

2 Identification , 
-V legibility 

4) 4 Amount 

5 Disbursement procedures 
h Title i#2) 

C t-'tC 

eaton II financial Aid Oftiee Procedures 

A. Purpose for the Office 

B Administrative Structure 
!. President (Chancellor) 

2 Financial Aid Committee 

a. Composition 

b. Specific responsibilities 
c Activity supervisor 

3 Financial Aid Administrator 
a (iencral job description 
b. Specific responsibilities 
c Activity supervisor 
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4. Assistant Financial Aid Administrator 

a. General job description » * 

b Specific responsibilities 
* c Activity supervisor 
5 Office Secretary , 

a. General job description 

b. Specific responsibilities 

c. Activity supervisor 

t>. Student Assistants , 
a. (general )ob descriptit. * 
b Specific responsibilities . 
c. Activity supervisor 

C Pi.icedurc for Processing. Recordkeeping, Reporting 

I. College Work -Study (application-completion) 

1. Basic Educational Opportunity Grants (student eligibility report -grant) 
.V Supplemental Educational Opportunity Grants (application-grant) 

4 National Direct Student Loans (application-loan) 

5. Institutional scholarships (application-award) * 
(>. institutional loans (application-loan) 

7 Other sources of funds 

X*,if Included in this portion of the manual should be information on the forms use** in the office 
(referenced to the appendix, where the fornr. are illustrated, by letter of number of the form), ./ho does what 
with each form (a repeat of the list of duties but in a different way) and where and how the forms are filed. 
Also included should be a general description of who has responsibility for completion of the variou r 

government reports. 

ion III Business Office Procedures 

A " Purpose for the Office 
i General ^ 

2. As related to student financial aid 

B Administrative Structure 

1 President (Chancellor) 

2 Financial Aid Committee 

(described here in its relation to the Business Office) 
Treasurer (Controller) 

(job description only if related to student financial aid) 

4 Business Manager 

a General job description 

b Sp< itic responsibilities as related to student financial aid 
c At tivity supervisor 

5 Chief Accountant (Bookkeeper) 
a General job description 

b. Specific responsibilities as related to student financial aid 
c Activity supervisor 

6 Cashier 

a. General job description 

b Specific responsibilities as related to student financial aid 

c. Activity supervisor 

Other personnel (working with financial aid) 

8 Student Assistants (working with financial aid) 

C Procedure for Processing, Recordkeeping, Reporting 

1 College Work-Study 
2. Basic Hducational Opportunity Grants 

3 Supplemental Educational Opportunity Grants 




4 Nation^ Direct Student Loans 

5 Institutional scholarships 
f» Institutional loans 

other sources of funds 

\>>h' { I he same not? appiies here as is discussed at the end of the Financial Aid Office procedures.) 

( I he person in thar«e of preparing the manual may wish simply to describe the duties of all those involved in 
the tinanwu! a$d activities ot both offices as they presently exist, review these descriptions for duplication of work, 
remove the d-iplicition. and then wnte up the job description and specific responsibilities in final format.) 

Section IV A Calendar ot Activities 

Hduded at this *po? in the manual should be a current school-year calendar (to be updated each year, of 
course > listing ail ot the events related to the administration of the studt *,t financial aid program. The calendar will 
verve as a means ot planning the coming year (for example, this is the deadline date for applications, this is when we 
will get the aid letters to the students, these are the College Work Study payroll dates, etc J and as a control over 
Current activities tfor example, this is when we wanted to have it done, this is when it was done). The calendar here 
might be a nuniatun/anon of a waT calendar, duplicate copies of which are displayed in the office of the Student 
f inancial Aid Administrator and the office of the Business Manager. 

Section V \nnual Operational Evaluation 

\ Student F inancial Aid Office 

! Structure and Staffing 
2. Application and award cycles 

* Reporting phases 

4 Coordination with Business Office. Chancellor, Admissions, etc. 

* Other 

B Business Office, 

1 Structure and staffing with relationship to Financial Aid Office 

2 Processing of student awards 
Recordkeeping 

4 Reporting 

5 Coordination with Financial Aid Office 

> u>n VI lllus'rateu Forms (Incomplete-Listing) 

\ Application for Financial Aid 

B Application for Fxtension of Financial Aid 

( Need Assessment Forms 

I) Sample Student Notification-Acceptance Letters 

I Student Mastercard \ 

I CWS Pay Rate Schedule 

( , CWS Compensation Sheet 

H CWS 'C lock" Card 

I CWS Payroll Voucher j 

J (MM ampus Work-Study Agreement 

k NDSl Promissory Note 

I NDSL Summary Sheet 

M NDSl Fx it Interview Check List 

\ Institutional Loan Agreement 

O tfr, 

\s mentioned previously, the above forms should be keyed to a description of the flow of paperwork through 
the off it.es as discussed (or each of the financial aid programs. 
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Exhibit X! 



NATIONAL ASSOCIATION OF STUDENT 
FINANCIAL AID ADMINISTRATORS 

STATEMENT OF GOOD PRACTICES 



The primary purpose ot student aid is to provide financial resources to students who would otherwise be 
unable to pursue postsecondary education. 

In order to accomplish this stated purpose, the following practices are recommended to all financial aid 
administrators. , , . 

The Financial Aid Administrator ' 

t. Shall make every effort to meet the demonstrated needs of all students aji his/her institution to the extent 

i 

funding will permit in an ethical manner. f 

i 
i 

2. Shall award all aid on the basis of demonstrated financial need except where funds are specified for 
recognition of special talents. Where aid is not based on need and represents a significant portion of 
institutional assistance, the aid administrator should make every effort to redirect such funds to assist 

those students with demonstrated need. \ 

i 

3. Shall exercise adequate controls to insure that need-based aid awards do ntat exceed do. >.?mented need. 

4. Shall rccogni/e that the primary responsibility for financing postsecondary education rests with the 
student and his family. Financial assistance from institutions and other sources is only intended as 
supplementary to the efforts of the famil> 

5. Shall help students seek, obtain, and make the best use of all financial resources available. 

6 Shall provide m all appropriate literature a clear statement of the actual costs of attendance, which shall 
include both the direct and non-direct costs- 

7. Shall inform the student ot all conditions under which an award is granted at the time the offer is made. 

i 

8. Shall refrain from and discourage others from making any public announcement of the amount or type of 
financial aid awarded to a student in order to protect the confidentiality of the economic circumstances 
of the st lent and his/her family. 

i 

Shall respect the confidentiality of student records. Information should be released only on the written 
consent of the student and/or his/her family and all policies and procedures should protect the students* 
rights of pnvacy. \ 

10. Shall oppose the administration of aid to accomplish disciplinary objectives. 

11. Shall, when prepa.wig tunding requests, estimate needs horestly and fairly. 
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\ APPENDIX A 

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE 
OFFICE OF EDUCATION 
BUREAU OF HIGHER EDUCATION 
DIVISION OF STUDENT ASSISTANCE 



AGREEMENT COVERING INSTITUTIONAL PARTICIPATION IN PROGRAMS OF 

STUDENT FINANCIAL AID 

Pursuant to and subject to the provisions of Part A-Subpart 2, Part C and Part E, of Title IV of the Higher 
Education Act ot l^e>5 (P L. as amended, and the Regulations issued pursuant thereto 



Name and Location of Institution 



OE Vendor Number 



(hereinafter relened to as the "Institution") and the Commissioner of Education. U.S. Department of Health, 
hiucation. and Welfare (hereinafter referred to as the "Commissioner") in ordv'r to provide for the conduct of each 
of the programs of student financial aid identified in Article I hereof (hereinafter referred to as the "Programs") 
hereby agree to the terms of Articles I, II, and VII, and so much of the remaining Articles of this Agreement as arc 
applicable to each program identified in Article I hereof. 



ARTICLE L SCOPE OF COVERAGE 

This Agreement covers the Institution's participation in each of the following checked programs: 

( | SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (SEOGP) 
Part A, Subpart 2. Title IV of the Higher Education Act of 1965 

[ 1 COLLEGE WORK-STUDY PROGRAM (CWSP) 

Part t\ Title IV of the Higher Education Act of 1965 

| ) NATIONAL DIRECT STUDENT LOAN PROGRAM (NDSLP)* 
Part E. Title IV of the Higher Education Act of 1965 

This Agreement becomes effective on the date executed by the Commissioner except that iUhis Agreement 
covers the participation of an Institution in any of the above programs in Fiscal Year 1974 the effective date of the 
Agreement shall be July 1, 1973. 



ARTICLE II. GENERAL PROVISIONS APPLICABLE TO ALL PROGRAMS 

I . The Institution shall use funds advanced to it from time to time pursuant to applications submitted under 
this Agreement with respec* to such programs for making deposits into its National Direct Student Loan Fund, for 
making payments to students who have received Supplemental Educational Opportunity Grants, or for 
compensating students who are employed under the Institution's College Work-Study Program. An amount not in 
excess of 3'r per year of 

(a* The Institution's expenditures from its allocation of Federal funds for such year for Supplemental 
Educational Opportunity Grants. 



•The National Direct Student Loan Program is deemed to be a continuation of the National Defense Student Loan Program 
authorised by Title II of the National Defense Education Act of 1958. as amended. 
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<h> us tt^ul expenditures for such year tor compensation (including the nonfederal share of such 
finpi-nsatnmtot students under its College Work-Study Program. 

U > flu principal amount ot loans made trom its National Direct Student Loan Fund during such year 

tna>. ut the case ot the <ot' ge Work-Study and Supplemental Educational Opportunity Grants Programs, be 
withdrawn tt.*m their respective allocations or. in the case ot the National Direct Student Loan Program, from its 
! und '*v the Institution as a pavment in hen of reimbursement tor administrative expenses, provtdvd, however, that 
the U'Ul ot amounts so withdrawn tor a particular fiscal year may not exceed $125,000, 

: I he Institution shall ij) maintain adequate records reflecting the transactions under each of the Programs, 
imludmg wnhdrawals tor administrative expenses, which records shall include sufficient information to indicate the 
basis ot appioval or disapproval ot each student application for assistance; (b) ret mii such records for such periods of 
tune as ma> lie prescribed hv the Commissioner. U) submit an "Institutional Fiscal-Operations Report" and such 
other reports and miormation as the C ommissioner may reasonably require in connection with the administration of 
the Programs, and id) comply with such procedures as the Commissioner may find necessary to insure the accuracy 
ot sikh records and reports \n institution may not expend funds under this Agreement subsequeht to the cutoff 
date tor the filing ot the •Institutional Fiscal-Operations Report" covering the operation of the program(s) for the 
preceding tis. il veaf it the Institution has not submitted that Report prior to such cutoff date. An Institution which 
has tailed r.. tile its "Institutional Fiscal-Operations Report" prior to such cutoff date may continue to expend such 
funds «»ni> at such time as it does tile such Report with the Commissioner or when the Commissioner expressly 
aiith»>n*°es siuh expenditures 

i I he Institution shall use systematic .methods for determining the financial need of applicants under the 
Programs, ts indicated in Schedule A. System" other than the American College Testing Program Financial Need 
Analysis, i ». lege Scholarship Services, or the Income Tax System are subject to the approval of the Commissioner. 

4 I he Institution shall establish procedures for making loans from the Fund, Supplemental Fducational 
Oppoitumtv (.rants and employment under the College Work -Study Program (or equivalent employment offered or 
airamied tor tn the Institution) reasonably available (to the extent of available funds) to all students eligible for each 
paituular f\ pe. ot. assistance The Institution shall make every effort to coordinate such of the Programs for which ?t 
iias receive.! an allocation ot funds and it;, other financial aid programs 

v I*, be eligible lor assistance under any of the Programs a student must , among other things, (a) have been 
avcepteJ tot em oilmen! as at least a halt-time student or. in the case of a student already attending the Institution, 
be m good standing as at least a halt-time student, (b) be capable in the opinion of the Institution of maintaining 
good standing, and U > be m need ot such assistance to pursue his course of study. A student awarded a 
Supplemental I durational Opportunity (irant or employed under the College Work-Study Program must show 
evuien.e ot academic of creative promise. 

(. In adibticn. in order to be eligible for any assistance provided hereunder, the s.udent must: (a) be a citizen 
or national ot the United States, or m the United States for other than a temporary purpose and intend to become a 
permanent resident thereof, or a permanent resident of the Trust Territory of the Pacific Islands, (b) have filed with 
the Institution an affidavit stating that such assistance will be used solely for expenses related to attendance or 
continued attendance at stub Institution, and tc) meet the partic"" r program requirement regarding level of study, 
as set torth below. 

- the assistance made -variable pursuant to this Agreement is subject to the Regulations in 45 CFR. Part HO. 
issued b> the Secretary of the Department ot Health, t ducation. and Welfare and approved by the President to 
effectuate the provision of Section nOI of the ( ivil Rights Act of l"<>4, and Title IX of the Education Amendments 
ot (Prohibition of Sex Discrimination MP L l *2^!H). 

s \ proprietary Institution of higher education shall me**: such terms and conditions as the Commissioner 
determines to he necessar> to insure that the availability of assistance under the Programs to students has not. ami 
will not. increase the tuition, tees or other charges of the Institution. 



64 



ARTICLE III. MAINTENANCE OF EFFORT 

I I 01 i-jwh rival >eai tot which it receives an allocation of funds under either the College Work-Study 
Program nr the Supplemental I durational Opportunity Grants Program, or both, the Institution shall continue to 
expend, m its oth^r student aid programs Mom souues other than funds received under this Agreement, an amount 
*huh u not less than the average e\peu..Mure per year made tor that purpose during the three fiscal years preceding 
ta) the etle^tive date ot urn "Agreement Covering Institution ll Participation in Programs of Student Financial Aid** 
entered into l>v the Commissioner and the Institution which was in effect on June 30, l c >73. (h) the fiscal year for 
which the Institution receives or received its tirst allocation of funds under the College Work-Study Program, (cMhe 
ttsval vcai tor whuh the Institution received its first allocation of funds under the Educational Opportunity Grants 
Piogram CO t Si I Oct t 106 "\ l0oM>, or Id I the tistal year for which the Institution receives or received its first 
allocation ot tunds under the Supplemental {.durational Opportunity Grants Program if the Institution had not 
participated in the I durational Opportunity Grants Program in the fiscal year immediately preceding that tiscal 
vcai, whuhever is 'he latest 

- : I he I ommissioner ma> waive the requirement set forth in paragraph 1. of this Article in accordance with 
siuh speuat and unusual circumstances as- have been provided for by regulation. 

ARTICLE IV. SPECIAL TERMS APPLICABLE TO THE 
SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS 

PROGRAM 



I | he Institution shall make grants available only to those undergraduate students who meet the eligibility 
criteria s\a\k-J in paiagraphs 5 and 6 of Article II and who are of exceptional financial need. The Institution, in 
determining whether a student is of exceptional-financial need, shall (a) consider the source of such student's income 
and that of anv individual or individuals upon whom he relies primarily for support, and (b) make appiopriate 
review ot the assets ot the student and any such individuals, furthermore, the Institution shall make a determination 
that, but for a Suppietnental f durational Opportunity Grant., such student would not be financially able to pursue 
his course ot study at the Institution. 

J Ihe amount ot the Grant and its duration shall be determined and payments thereunder shall be made in 
accordance with such policies and procedures as the Commissioner may prescribe by regulation, 

* Ihe Institution shall make vigorous efforts to identify youths of exceptional financial need and encourage 
them to continue their education beyond secondary school through such methods as: 

(a) Ktabhshing strengthening close working relationships wiin other institutions of higher education, 
sCl ondar> school principals, and guidance and counseling personnel with a view toward motivating 
students to complete si mdary school and pursue postsecondary education opportunities; and 

i.i> makmg. to the extent feasible, conditional commitments for Supplemental Educational Opportunity 
Grants to secondary school students wtth special emphasis on students enrolled in grade 1 1 or lower who 
show evidence ot academic or creative promise. 

ARTICLE V. SPECIAL TERMS APPLICABLE TO THE 
COLLEGE WORK STUDY PROGRAM 

I Ihe Institution will conduct a program of part-time employment of eligible students in work for the 
Instifur.on itself, except in the case of a proprietary Institution of higher education, or work in the public interest 
tor p>iblu or private non-profit organization ot-her than the Institution, under a written arrangement between the 
Institution and such organization. 

2. Any such work 

id) Must not result in the displacement of employed workers or impair existing contracts for services; 

(M must be governed by such conditions of employment as wi/ he appropriate and reasonable in light of such 
factors as type of work performed, geographical region, an<\proficiency of the employee; 
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U ) must not mwive the construction, operation, or maintenance of so much of any facility as is used or is to 
he used tor sectarian instruction or as a pku-e for religious workship; and 

<d> must not involve any partisan or nonpartisan political activity associated with a candidate, or contending 
tav lion or group, m an election for public or party office, 

* I he institution shall be responsible for insuring that any public or private nonprofit organization with 
which it enters into an arrangement is a reliable organization with professional direction and staff, and that the work 
to be performed by the student is in the public interest, properly supervised, and consistent with the purpose of the 
Program tn no event shall work be considered to be in the public interest where (a) it is work for which the political 
support or affiliation of the student is a prerequisite or consideration for employment, (b) it is work to be 
performed for an elected official other than as part of the regular administration of Federal, State, or local 
government, or U) it is work *hich is primarily for the beneht of members of a limited membership organization 
(such as a credit union, religious or fraternal order, or a cooperative) rather than the public, 

4. In making employment available under the College Work-Study Program, the Institution shall give pref- 
erence to students with the greatest financial need, taking into account grant assistance provided such students 
trom anv public or private sources, and shall make such employment available only to (a) students who meet the 
eligibility requirements stated in Article II, paragraphs 5 and 6 and (b) students who (i) are undergraduate, graduate 
or professional students, or (ii) tn cases where the Institution is an area vocational school, have a certificate of 
graduation from a secondary school or the recognized equivalent thereof and are pursuing a program of education 
and training which requires at least six months to complete and is designed to prepare them for gainful employment 
in a recognized occupation. 

5. I he f ederal share of the compensation of students employed in a College Work-Study Program covered by 
* this Agreement shall not exceed 80 percent of such compensation for part-time employment, except in unusual cases 

as may be approved by the Commissioner pursuant to program regulations. 

ARTICLE VI SPECIAL TERMS APPLICABLE TO 
NATIONAL DIRECT STUDENT LOAN PROGRAM 

1, The Institution shall establish and maintain a National Direct Studeat Loan Fund for the purpose of 
making loans to eligible students. Any student loan fund established under an agreement pursuant to Section 204 of 
Title II of the National Defense Education Act of 1958, as amended, shall be deemed to have been Established under 
Section 4o3 of Title IV-F of the Higher Education Act of 1965, as amended, and any assets of such student loan 
fund shall be deemed to be the assets of the student loan fund established under this Agreement, There shall be 
deposited promptly in such Fund: 

id) Federal C apital Contributions received by the Institution pursuant to SecMon 462 of the Act; 

(b) an amount, equal to not less than one-ninth of such Federal contributions, to be provided by the 
Institution, 

U I collections of principal and interest on student loans made from the Fund; 

U> penalty charges collected pursuant to Section 205(c) of Title II, NDEA and Section 464(c)(l KG) of Title 
IV-F. Higher Education Act; 

(c) payments made to the Institution pursuant to Section 465(b) of Title 1V~E, HE A for reimbursement of 
loans cancelled tor each fiscal year pursuant to Section 465(a) of the Act; and 

(O any other earnings of the Fund. 

T 

2, The Fund shall be used only for loans to students in accordance with this Agreement; for capital 
distributions as provided in Section 466 of Title IV-E, HE A; for withdrawals pur- iant to Article H, paragraph 1, of 
this Agreement, and for c 4s of litigation, and other collection costs as agreed to by the Commissioner arising in 
connection with the collection of any loan from the Fund or interest thereon, or any penalty charges assessed 
pursuant to Section 205(c) of Title II, NDEA or Section 464<cXlXG) of Title 1V-E, HEA (plus interest and any 
penalty charges assessed thereon pursuant to Section 464(cM i HO of the Act). 
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\. Where a note or written agreement evidencing a loan has been >n default for at least two years despite due 
diligence un the part at" the Institution in making collection thereon, the Institution may assign its rights under such 
note or agreement to the United States without recompense, and in that event any sums collected on such loan shall 
be deposited in the General Fund of the Treasury. 

4. The Fund shall he deposited and earned in a special account of the Institution. 

S No payments shall he made from the Fund to any student unless the Institution has complied with the 
I ruth m I ending requirements of Regulation 7. ( I 2 CI ; R 22h). 

h. I he Institution shall accept responsibility for and use due diligence in effecting the collection of the 
prtncipal and interest due and payable on loans made from the Fund. 

7 The Institution shall make loans under this Program available only to undergraduate, graduate or 
protession.il students who meet the eligibility requirements stated in Article II, paragrznhs 5 and 6. 

.» 

ARTICLE VII. TERMINATION AND SUSPENSION OF AGREEMENT 

Extension and Termination 

1 This Agreement shall expire at the end of the fiscal year in which it becomes effective unless an extension 
of the Agreement is entered into by the Institution and the Commissioner. Prior to the cutoff date for the filing of 
applications for funds for any fiscal year under the Supplemental Fducational Opportunity Grants, College 
Work-Study or National Direct Student Loan Programs, the Institution may apply to extend this Agreement by 
submitting a completed "Extension of Agreement 1 * form to the Commissioner. The Commissioner's approval of such 
an extension with respect to each program will be indicated by his allocation of funds to the Institution for that 
program lor the fiscal year covered by the ''Extension of Agreement." 

2. Should the Institution wish to terminate this Agreement, it agrees to provide the Commissioner with 90 
days written notice of its intention to do so. 

3. L' the Commissioner finds that any of the assurances or representations made in connection with this 
Agreement or any application for funds hereunder to be incomplete or incorrect in any material respect or that there 
has been a t.iiiure to comply with any of the provisions of the Agreement, he may, after notice of and an 
opportunity afforded for a hearing, terminate the Agreement or take such other actions as may be necessary and 
appropriate to protect the interests of the United States. 

4. The termination of this Agreement shall not affect obligations previously incurred by either party under 
this Agreement The Commissioner will, m the event of termination, advise the Institution as to what procedures are 
to be employed in ending the Institution's operations hereunder. 



For the lr. .litution 



Title 



Date 

*An officer legally authorized to execute this Agreement 
for and on behalf of the Institution. 

This Agreement* covers participation of 



Name and Location of Institution 

. ' in each of the following checked programs: 

! 1 Supplemental Educational Opportunity Grants Program (20 U.S.C. 1070b et st>q) 

( I College Work-Study Program (42 U.S.C. 275 I etseq) 

[ | National Direct Student Loan Program (20 U.S.C. 1087aa £*/ seq) 
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I or the Commissioner 
Date 
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Schedule A 

I he following rnethod(s> of student nnancial need cessment will be in use during the period covered by this 
Agreement Check the appropriate hoxles). 

I j American College testing Program - Financial Need Analysis 
{ | C ollege Scholarship Service 

[ | Income la \ System as defined in s 45 CFR !76.14uk2) 

I | Other (It tht> entry is checked, please attach two copies of the proposed method of need assessment, which is 
subject to the approval ot the Commissioner under conditions set out in the program regulations.) 

ADDENDUM #1 TO THE AGREEMENT 

t Tim paragraph replaces Article II, paragraph 3 on page 3 of the Agreement) 

3, In order to comply with regulations on tlie determination of a student's need (copy attached), the Institution 
shall uuh/e a need at alysis system or method of calculation approved hy the Commissioner as indicated in Schedule 
A Regulations provide for an annual review of all systems except the Income Tax System and the Basic Educational 
Opportunity Grant Program method of calculating an 'expected family contribution, A list of approved systems will 
be published before September 1 each year. 

To date, the need analysis systems approved by the Commissioner pursuant to that regulation for use in making 
awards to students for the 1^76-77 Award Period are as follows: 

1 . Income Tax (Dependent student only ) 

1. Basic Educational Opportunity Grant (BEOG) 

3. College Scholarship Service (Uniform Methodology) 

4. American College Testing (Uniform Methodology ) 

* 5 Graduate and Professional Student Financial Analysis Service (GAPSFAS) 

t\. Student Assistance Financial Evaluation (SAFE) 

7. Student Aid Management (SAM) 

8. Financial Analysis Services (FAS) 

If the Institution wishes to use a need analysis system not included in the above approved list, attach two copies of 
the proposed method of need assessment, which is subject to the approval of the Commissioner under conditions set 
forth in the program regulations. 
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APPENDIX B 

# 

DEPARTMENT OF HEALTH. EDUCATION, AND WELFARE 
OFFICE OF EDUCATION v 
BUREAU OF POSTSECONDARV EDUCATION 
WASHINGTON, D.C. 20202 

v 

TERMS OF AGREEMENT 

(Agreement Covering the Computation and Disbursement 
of Basic Mutational Opportunity Grants) 
July 1973 



Whereas, the students of 



(Name of Institution) 
hereinafter referred to as the "Institution", are potentially 




Wh.ee.is. a finding of the eligibility of such students to receive awards, the computation of the amount of such 
awards, and the disbursement of iunds to its students can best be accomplished by the Institution; 



Now. therefore, in order to facilitate the conduct of the Basic Educational Opportunity Gnnts Program with 
respect to us students the Institution agrees to the following undertakings: 

I G<jn«ral Undertakings 

I The Institution shall make eligibility determinations, computations of awards, and- disbursements from 
sums provided (or that purr-se by the Commissioner, at such times and in such manner as the Commissioner shall 
iron. ti. - ;« tune prescribe. An award shall be paid to a student only if the Institution determines in accordance 
with the regulations and instructions issued for that purpose that (i) such student is an "eligible student and (u) the 
amount to be paid har. been determined in accordance with the applicable payment schedule and other instructions 
is are «ssu-d bv 'he Commissioner. The payment schedule will reflect the amount of an award to be made with 
'respect to a student on the basis of (.) a dollar amount representing such student's "expected family contribution 
(student eligibility index l and (..) the student's cost of attendance at the Institution. The amount of a studen i t 
award w.ll then be adjusted by the Institution on the basis of (i) the portion of the academic year for which the 
student .s enndled and (u) the full-time or the part-time nature of his enrollment. The figure representing the 
student's "expected family contribution" (student eligibility index) is supplied by the Commissioner (Student 
Higibihty Report) to each student applicant who in turn submits it to the Institution. The figure representing the 
student s cost of attendance at the Inst.tution is to be computed by the Institution in accordance with the 
regulations issued by the Commissioner (45 CFR 190.51). The full-time or part-time nature of a student s 
enrollment and the port.on of the academic year for which he is enrolled will also be determined by the Institution 
in accordance with regulations issued by the Commissioner. 

' I he Institution agrees that it will use all funds made available to it by the Commissioner pursuant to this 
•Vgreement onlv for making payments of Basic Educational Opportunity Grants as provided for in this Agreement. 
In the event that an overpayment is made to a student the Institution will cooperate fully with the Commissioner, 
making even reasonable effort to effect the return of such overpayment. The Institution does not. however, assume 
Lability for any overpayments which are not so recoxered unless such overpayment was made by the Institution 
under circumstances where the regulations or instructions of the Commissioner clearly indicate that such payment 
should not have been made. In making a finding that a student is an "eligible student." the Institution is entitled to 
rely on information provided by the student. 



69 ■ 
* r 



1 5 Specific Undertakings 



In addition to the foregoing undertakings, and in no way in limitation thereof, the Institution further agrees as 
follows 

1. All funds received and disbursed under this agreement shall he handled through an account which may be 
an existing account {preferably one maintained for Federal funds) provided adequate control ledgers are maintained 
to properly account for such funds separately from other funds, 

2. The Institution shaft maintain adequate records, tor such period of time as prescribed by the Commissioner, 
with regard to (i) the eligibility, or lack thereof, of all students enrolled in the Institution who have applied to the 
Institution tor payments of a Basic Educational Opportunity Grant; <ii) the amount of such grants as have been 
awarded amf to whom; (hi) the amount and date of disbursement of such grants to such students; and <iv) the 
amount . ;id dale of any overpayments of awards that have been restored to the program account. Such records shall 
include the "Student Migibihtv Rcpou" for each student, the student's c« of attendance at the Institution, and 
the basis on which his full-time or part-time enrollment status and the portion of the academic year for which the 
student was enrolled was determined 

3. The Institution will at all reasonable times make available for inspection by authorized representatives of 
the Commissioner, at the offices of the Institution, all books, records, documents, and other evidence bearing on the 
receipt and expenditure of such funds as have been made available to the Institution pursuant to this Agreement. 
Such right of inspection wdi extend for a period of five (5) years from the date of submission of a final report 
covering any such funds, unless the Commissioner provides otherwise by regulation. 

4. The Institution shall submit such reports and information as the Commissioner may reasonably require in 
connection with the foregoing undertakings of the Institution and the accounting for the payment of Federal funds, 

5. The Institution shall reduce to writing its policy for making refunds of amounts paid on account of tuition, 
fees, room, and board to students who withdraw or fail to pursue their course of study. A copy of such policy shall 
be made available to the Commissioner upon request. The Institution agrees that if a refund is made to a student 
pursuant to the policy c.f the Institution, the amount of such refund as is reasonably attributable to the payment of 
a Basic Educational Opportunity Grant in the light of the total of the amount paid to the Institution by the student 
tor tuition, fees, room, and board, shall be treated as an overpayment and restored to the program account. 

t>. The institution (if a proprietary Institution of higher education as defined in §491 of the Higher Education 
Act of l^h5 20 V S C. I0K8) shall comply with such terms and conditions as the Commissioner determines to be 
necessary to insure that the availability of assistance under this program to students has not, and will not, increase 
the tuition, fees or other charges of the Institution. 

Ill E f feet of Agreement 

I This Agreement shall be in effect with respect to all funds advanced to the Institution for disbursement 
under the Basic Educational Opportunity Grant Program. 

2. The Institution understands and agrees that funds shall continue to be advanced to the Institution pursuant 
to this Agreement and the Institution shall continue to carry out its undertakings pursuant to this Agreement for so 
long as the Institution and the Commissioner mutually agree to do so. 

.V The Institution agrees that reasonable notice shall be given to the Commissioner if it no longer is willing or 
able to carry out the terms hereof, and the Institution is advised that similar notice will be given to the Institution in 
the event the Commissioner selects some other means for making Basic Educational Opportunity Grants available to 
students jttvnding the Institution. 

i> x r i- — 

(Institutional Authorizing Officer) 



(Name and Title) 



This Agreement covers the fo v !owtng branch campuses cf the Institution 

Name and Address OF Vendor Number 




1 



3. . 

s. 

4. 

5. . 

6. 

. IRS No; 

(Internal Revenue Service Number) 



APPENDIX C 

Excerpts From HEW Audit Guide 

I he HI W Audit Guide wjn designed to taimhan/e independent auditors and accountants with the significant 
accounting and recordkeeping provisions of the ( WS, NDSL and SFCXi programs. Fxeerpts from the Audit Guide 
are nuluded m this Manual in an attempt to give institutional representatives working with the programs discussed in 
the manual an opportunity to become aware of the guidelines to be used by the auditors of these programs. Unless 
otherwise mdu ited. -II M the following material has been excerpted verbatim from the Audit (mule dated May, 

A Audit Objectives 

I he objectives of the audi! ^re to determine whether 

I I he institution has established procedures for coordinating assistance provided under all Federal student aid 
programs m whuh it participates 

J I he institution ha* established systems of internal control, accounting, and reporting, and has exercised 
proper * ontrols in the operation of and accounting for the f unds provided for the programs. 

V I he institution has established and has f ollowed policies and procedures to ensure that the funds provided 
arc bring used onk for the purposes set forth in the institution's agreement with the Commissioner of 
Kliuation and that the politics and procedures conform with applicable HFW directives. 

4. Hie institution has established a control and self evaluation system intended to monitor and evaluate the 
programs to determine it its objectives are met. 

B Internal Controls 

CKS Revieu the s>»tem of internal controls applicable to the CWS program t^ determine whether the policies 
ami procedures established ]py the institution are written, and provide for appropriate segregation of 
responsibilities ami i ontrols that are reasonable in the circumstances over 

1 the receipt and disbursement of cash, 

2 the pa> ment ot wages. 
V the payment of administrative expenses, 

4 {he recording of transactions to the general ledger control accounts, 

* the operations of the off-campus agencies e.g., preparation of time sheets, payroll records, signature 
authorization cards. 

\/).S7 Review the s\stem ot internal controls applicable to the NDSL program to determine whether the 
policies and p? >cedures established by the institution are written, and provided for appropriate segregation of 
responsibilities and controls that are reasonable in the circumstances over 
I the receipt and disbursement of cash, 
~ the granting of loans, 
} the pa> ment of administrative expenses, 
4 the collection of loan principal and interest. . 
> the pav ment of litigation costs, 
f> the cancellation of loans partial or complete, 
7 the capital contributions- f ederal and institutional, 

X. the recording of transactions to asset, capital, revenue, and expense accounts. 

St (Hi Review fhc system of internal controls applicable to the SKOG program to determine whether the 
policies and procedures established by fhe institution are wnrten and provide fv;i appropriate segregation of 
responsibilities and controls that are adequate in thf* circumstances over: 
I the funding of the SMOG program, 

1* the payment of SHQG awards initial year and continuing year, 
.1 the recording of transactions to the general ledger control accounts. 
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I Compliance • Coordination of Federally Assisted Student Aid Programs 



Determine that the institution has controls to preclude the awarding ot assistance in excess of a student's 
tinjEuu! needs 

1 Determine whether the institution has established procedures tor coordinating assistance provided under all 
ted*tjl student aul programs uhu h require a showing of financial need with any assistance provided under 
the liasu I iliK jtintul Opportunity Grants program, the Guaranteed Student l oan program, and other 
s*. hool-adinmistered jid program- 

Detennuie' whether the students have received m amount in excess of then financial needs by examining the 
doiumentution relating to luiancial need on a representative sample of students participating in the student 
aid program 

In view ot the ii.iticult> of precise heed determination. OI : does not consider awards of up to 5,1 QO in excess of .a 
student's predetermined ttnanciul need amount as being unreasonable. Consequently, OF would not require any 
financial adiustnients when the financial aid received by a student Kin^Wr these programs exeeeded his financial need 
hv less than St 00 

I) Compliance * Self, Evaluation System 

! Determine it the institution has established a self -evaluation system to monitor and evaluate the programs to 
ensure that their objectives arc met. 

Determine the trequemv of the sett-evaluation reviews 

i Determine n the answers to the questions are complete. R>r those areas covered in the scope of the audit,' 
determine that the> are consistent with the results obtained during the review. 

4. Determine it .om\ five actum was take^on problem areas noted during the sell-evaluation review. 



